State of California

Memorandum

Business, Transportation and Housing Agency

Date: December 31, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Golden Gate Division

File No.: 30.370.13867

Subject:

COMMAND INSPECTION PROGRAM - CHAPTER 6, COMMAND
OVERTIME AND GRANT MANAGEMENT

During the months of November and December of 2009, cach command within Golden Gate
Division was inspected in accordance with the Command Inspection Program Manual, HPM
22.1, Chapter 6, Command Overtime and Grant Management. Three inspection teams were
formed, who then inspected each command. The team members, their assigned commands and
the command contacts are listed below:

Inspection Team
Lieutenant Jim Fonseca
Sergeant Steve Pereca
SSA Jenifer Manlutac

Lieutenant Chris Childs
Sergeant Mike Lehman
SSA Dee Silva

Lieutenant Leslie Lazo
SSA Jeri Tilson

CHP 51WP (Rev 11-86) OP| 076

Command(s)

San Jose

Hayward

San Francisco

Dublin

Castro Valley
Mission Grade CVEF
Nimitz CVEF
Oakland

Redwood City
Cordelia CVEF
Solano

Santa Rosa
Contra Costa
Special Services
Marin

Napa

Communications Center

Contact

Captain Cathy Wayne
Captain Mark Mulgrew
Captain Paul Fontana
Lieutenant L. Krolosky
Lieutenant L. Franklin
Lieutenant K. Pilon
Lieutenant S. Latimer
Captain Don Morrell

Captain Greg Hammond
Licutenant Mike Ferrell
Lieutenant Shon Harris
Captain Kelly Young
Lieutenant Eliane Wallace
Lieutenant Ron Lum
Captain Bob Morehen
Captain Mark Rasmussen

Captain Greg Tracey

Safety, Service, and Security



Golden Gate Division

Page 2

December 31, 2009

Following the guidelines set forth in HPM 22.1, Chapter 6, each command’s overtime usage,
grants management, Monthly Attendance Reports (MAR), Work Period Overtime Reconciliation
Reports and CHP Form 90 systems were examined to assure compliance with Departmental
policy. No discrepancies were noted during any of the command grant overtime inspections.
Below is a synopsis of the inspection teams’ findings for command overtime:

San Jose
Question #6:
Question #13:
Question #14:

Hayward
Question #14:

San Francisco
Question #6:
Question #13:
Question #14:
Dublin
Question #13:
Question #14:

Castro Valley
Question #14:

One overtime 415 identified as missing notes in the overtime section indicating RDO.
6 instances of a CTO leave balances rolling over to overtime, resulting in 38 hours

paid at overtime rate.
2 Instances of FLSA overages, which resulted in 8 hours paid at half time rate

46 Instances of FLLSA overages, which resulted in 241 hours paid at half time rate

One non-reimbursable overtime 415 identified as missing notes.
9 instances of a CTO leave balances rolling over to overtime, resulting in 86.58 hours

paid at overtime rate.
22 Instances of FLSA overages, which resulted in 144 hours paid at half time rate

2 instances of a CTO leave balances rolling over to overtime, resulting in 9.56 hours

paid at overtime rate.
29 Instances of FLSA overages, which resulted in 111 hours paid at half time rate

6 Instances of FLSA overages, which resulted in 14.75 hours paid at half time rate

Mission Grade CVEF
No discrepancies were noted.
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Nimitz CVEF
Question #13:

Question #14:
Oakland
Question #13:
Question #14:
Redwood City
Question #12:
Question #13:

Question #14:

Cordelia CVEF
Question #13:

Question #14:

Solano
Question #13:

Question #14:
Question #17:

Santa Rosa
Question #13:

Question #14:

Special Services
Question #13:

Question #14:
Question #17:

ision

09

3 instances of a CTO leave balances rolling over to overtime, resulting in 24.63 hours

paid at overtime rate.
1 Instances of FLSA overages, which resulted in .18 hours paid at half time rate

15 instances of a CTO leave balances rolling over to overtime, resulting in 165.17

hours paid at overtime rate.
185 Instances of FLSA overages, which resulted in 922 hours paid at half time rate

One officer’s CHP 415 with command overtime did not have the required notes.
One instance of a CTO leave balance rolling over to overtime, resulting in 4.83 hours

paid at overtime rate.
69 Instances of FLSA overages, which resulted in 428.5 hours paid at half time rate

5 instances of a CTO leave balances rolling over to overtime, resulting in 56.65 hours

paid at overtime rate.
5 Instances of FLSA overages, which resulted in 9 hours paid at half time rate

5 instances of a CTO leave balances rolling over to overtime, resulting in 56.65 hours

paid at overtime rate.
5 Instances of FLSA overages, which resulted in 9 hours paid at half time rate
The March 2009 MAR was signed by a member of the command staff

32 instances of a CTO leave balances rolling over to overtime, resulting in 190.2 hours

paid at overtime rate.
50 Instances of FLSA overages, which resulted in 323 hours paid at half time rate

6 instances of a CTO leave balances rolling over to overtime, resulting in 17.93 hours

paid at overtime rate.
23 Instances of FLSA overages, which resulted in 196 hours paid at half time rate
None of the MARs were signed by a member of the command staff



Golden Gate Division
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December 31, 2009

Marin
Question #13:

Question #14:
Question #17:

Napa
Question #13:

Question #14:
Question #17:

Contra Costa
Question #13:

Question #14:
Question #17:

15 instances of a CTO leave balances rolling over to overtime, resulting in 54.4 hours

paid at overtime rate.
43 Instances of FLSA overages, which resulted in 348 hours paid at half time rate
Five MARs weren’t signed by a member of the command staff

7 instances of a CTO leave balances rolling over to overtime, resulting in 15.82 hours
paid at overtime rate.

38 Instances of FLSA overages, which resulted in 312 hours paid at half time rate
The March and May 2009 MARs weren’t signed by a member of the command staff

26 instances of a CTO leave balances rolling over to overtime, resulting in 142.25
hours paid at overtime rate.

43 Instances of FLSA overages, which resulted in 387.5 hours paid at half time rate
The March and June 2009 MARs weren’t signed by a member of the command staff

Communications Center
No discrepancies were noted.

Attached are the Cover Memorandums, Exceptions Documents and Command Overtime and
Grants Management Checklists for each command.

C.M. CW

Lieutenant

Attachments



State of California Business, Transportation and Housing Agw ¥

Memorandum

Date: December 14, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Contra Costa Area
File No.: 320.10458.12919
Subject: RESPONSE TO COMMAND GRANT MANAGEMENT AND COMMANI

OVERTIME INSPECTION REPORT

This memorandum is intended to serve as the written response to the command giun
management and command overtime inspection report of Contra Costa Area uy 1ol

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. During the prior 13 pay periods, there were 43 instances of I'l 8A nvsiages
for 387.5 hours paid at half time.

Finding 2 — Agree. During the prior 13 pay periods, there were 26 instances ol € 1) i eiages
for 142.25 hours paid at overtime rate.

Finding 3 — Agree. During the prior 12 months, the March and June Monthly Aflemlanes
Reports were not signed by command personnel.

_ Questions regarding this response may be directed to Lieutenant Elaine Wallnce via & il &
“"'- ewailace@chu €a.gov or by telephone at (925) 646-4980.

J. U7 CAHOON, Captain
Commander

Safety, Service, and Security



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM | -contra Costa | Golden Gate L6

Inspected by: Date:

FXCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 12/1/09
ige 1 of 2

Command: Division: Chapter:

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[X] Division Level [] Command Level | 'nspection:

[] Attachments Included
[] Executive Office Level 6.0

Forward to:

Follow-up Required:
X No

Chapter Inspection:

Due Date:

] Yes

Inspector's Comments Regarding Innovative Practices:

The Contra Costa Area maintains an outstanding suspense system for CHP Form 90s, including
detailed notes and tracking for accountability.

I ~ommand Suggestions for Statewide Improvement:

| Inspector's Findings:

During Command Overtime Inspection, the following items were discovered:

- Finding #1 (question #13, Command Overtime): During the prior 13 pay periods, there were 26
instances of CTO overages for 142.25 hours paid at overtime rate

- Finding #2 (question #14, Command Overtime). During the prior 13 pay periods, there were 43
instances of FLSA overages for 387.5 hours paid at half time.

- Finding #3 (question #137 Command Overtime): During the prior 12 months, the March and June
Monthly Attendance Reports were not signed by command personnel.

CHP 680A (Rev. 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM | ontra Costa | Golden Gate |6

inspected by:

EXCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 12/1/08
ige 2o0f2

Command: Division: Chapter:

| Commander’s Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

<equired Action

Corrective Action Plan/Timeline

The following is the corrective action plan for the Contra Costa Area:
¢ Immediately review the past and current overtime and CTO banks by Timekeeper and
management to ascertain trends and if feasible learn from them.
Managerial review of all schedules prior to approval to ensure it meets FLSA guidelines.
Re-train Sergeants and Timekeeper on FLSA guidelines.
Print out leave balance list for Area Sergeants to review and if appropriate mandate officers to
bring their hours down towards acceptable levels.
Sergeants shall check CTO banks prior to granting CTO.
e Sergeants are responsible and accountable for officers on their shift that accrue time in excess of
480 hours.
Train timekeeper to notify management when someone is over their time bank 48 hours prior to the cap
and to ensure all Monthly Attendance Repqarts are signed by Area management.

0 Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. N

(See HPM 9.1, Chapter 8 for appeal procedures.) & A i loy

| INSPECTOR'S SIGNATURE DATE
L D S 12128/ 9

Iﬂ Reviewer discussed this report with REVIEWER'S SJGNATURE _ DATE

mployee i ,
¥oncur [] Do not concur g / //) %/ 20) O
/ - r / ri

CHP 680A (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
NFPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: o Number:
JMMAND INSPECTION PROGRAM | Contra Costa | Golden Gate Bvsion
Evaluated by: Date:
INSPECTION CHECKLIST Lt. C.M. Childs, #13867 12/1/09
Chapter 6 Assisted by: Date:
Command Overtime Sgt. M. Lehman, D. Silva 12/1/09

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shalt include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

X Division Level [] Command Level g /)
(/’14'/ .
[ Executive Office Level 1 Voluntary Self-Inspection i /]M
Follow-up Required: Command’gr:fﬁignature: Date:
] Follow-up Inspection 4=, : &‘;/ ~ -
[] Yes No Do S ke [
For applicable policies, refer to HPM 11.1, Chapter 6, /

HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
Chapter 2, and HPM 10.3, Chapters 24 and 28.

Note: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. Is the hiring company/agency for reimbursable
overtime being held responsible for paying a Yes | [INo | [1N/A | Remarks:
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

2. Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation XKYes | CINo | [JN/A | Remarks:
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special | [X] Yes | [1No | ] N/A | Remarks:
projects?

4. Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of X Yes | CINo | [JN/A | Remarks:
Overtime Hours for Reimbursable Special Projects?

5. |s the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other | [ Yes | [INo | [JN/A | Remarks:
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

8. Is “RDO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on | X Yes | ] No | [IN/A Remarks:
a regular day off?

7. Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant X Yes | (ONo | [JN/A | Remarks:
when overtime is associated for civil court?

CHP 680P (Rev. 02-09) OPI1 010




STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 20of 2

8. Do the CHP 415s with overtime indicate the

employee’s lunch period or indicate “None” if the Yes | CINo | [ N/A | Remarks:
employee worked through their lunch break?
9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes | [ONo |[JN/A | Remarks:
10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s XK Yes | [JNo | [JN/A | Remarks:
headquarters?
11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was [OYes | [INo | [JN/A | Remarks:
provided excluded from the CHP 415 of the
counselor?
12. Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the | X] Yes | [INo | []N/A | Remarks:
CHP 4157
13. Are employee’s Compensated Time Off hours Remarks: Inspection revealed 26
maintained within reasonable balances? ] Yes No |[IN/A 'F:‘:it:‘""es fosic total OFS22S oS
14. Is the commander ensuring employees are not Remarks: Inspection revealed 43
incurring overtime due to working over the allotted CYes | XINo |[CINA '”asitda’;tcf‘zlff"t'i;fta' QUSSIES hours
number of hours for any given Fair Labor Standards P
Act (FLSA) period?
15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in Yes | [INo | [IN/A | Remarks:
them working more than 16.5 hours in a 24 hour
period?
16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? KYes | [INo |[JN/A | Remarks:
17. Are the MARs retained for at least three years and Remarks: Both March and June 2009
contain the commander’s signature? [JYes | XINo | []N/A | MARs were unsigned by command

personnel

CHP 680P (Rev. 02-09) OP! 010
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STATE OF CALIFORNIA
DFPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: o Number:
JMMAND INSPECTION PROGRAM | Contra Costa | Geiden Gate bivision
Evaluated by: Date:
INSPECTION CHECKLIST Lt C. M. Childs, #13867 12/1/09
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. M. Lehman, D. Silva 12/1/09

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

Division Level ] Command Level : ﬂ
[] Executive Office Level [] Voluntary Self-Inspection
FoIIow—up Required: Commande‘r"s’Signature: Date:
[ Follow-up Inspection | ) -
[]Yes X] No 7 (O ves [l Lo [,
a 7

For applicable policy, refer to: GO 40.6

[: : If a "“No* or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. If the commander became aware that another
agency or organization is proposing or has submitted | [X] Yes [0 No | [ N/A | Remarks:
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities [OYes | [INo |[XIN/A | Remarks: Area has not

for the purpose of conducting inventories, need and submitted any grant
engineering studies, system development or program applications during this
implementations? inspection period

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs [ Yes [ No | XIN/A | Remarks: Same as #2
identified by the National Highway Traffic Safety
Administration?

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for | [X] Yes O No | ] N/A | Remarks:
non-reimbursable overtime expenditures?

5. Are concept papers regarding grant funding
submitted through channels to Grants Management OYes | [INo | X N/A | Remarks: Same as #2
Unit (GMU)?

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when [JYes | [INo | [XINA | Remarks: Same as #2
preparing concept paper budgets?

CHP 680P (Rev. 02-08) OPI 010



STATE OF CALIFORNIA
N=PARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit”?

] Yes

] No

X N/A

Remarks: Same as #2

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

[J Yes

[INo

X N/A

Remarks: Same as #2

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

[]Yes

I No

X N/A

Remarks: Same as #2

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

[ Yes

O No

X N/A

Remarks: Same as #2

1.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

K Yes

[ No

CIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[INo

LIN/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

[1Yes

] No

X N/A

Remarks: Same as #2

14.

Does every invoice associated with a grant funded
project contain the project number and name?

[ Yes

[ No

X N/A

Remarks: Same as #2

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257?

[]Yes

[INo

X N/A

Remarks; Same as #2

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

I No

LIN/A

Remarks:

17.

Are applications for federal funds in accordance with
Government Code Section 13326 inctuding obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

[] Yes

] No

X N/A

Remarks:

Applies to GMU

CHP 680P (Rev. 02-09) OPI1010
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STATE OF CALIFORNIA
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State [dYes | [INo | X NA
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

Remarks: Applies to GMU

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in (OYes | [INo N/A
Control Section 28.00 of the annual Budget Act?

Remarks: Applies to GMU

20. Are grant funds being used for their intended _
purpose? [KYes | CONo |[JN/A | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed [JYes | [1No
through the Commercial Vehicle Section before they
are submitted to the funding agency?

|Z N/A Remarks: Applies to GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the [(JYes | [JNo
Emergency Operations Section before they are
submitted to the funding agency?

& N/A Remarks: Applies to GMU

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | []Yes | [J No | [X] N/A | Remarks: Applies to GMU
soliciting participation in the Department’s Highway
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | [] Yes [ONo | XI N/A | Remarks: Appiies to GMU
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [DYes | [JNo | X N/A | Remarks: Applies to GMU
to all commands with responsibility for or that have
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [dYes | [No N/A | Remarks: Applies to GMU
each command prepared and distributed by GMU?

CHP 680P (Rev. 02-09) OPi{ 010




State of California ' ' Business, Transportation and Housing Agency

Memorandum

Date: December 21, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Napa Area
File No.: 325.12135
Subject: RESPONSE TO DRAFT COMMAND OVERTIME AND GRANT

MANAGEMENT INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft Command overtime
and grant management inspection report of Napa Area as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding #1: Agree. Areca management and supervisors will re-double our efforts on a monthly
basis to ensure balances are maintained at reasonable levels to avoid similar incidents in the
future.

Finding #2: Agree. Area protocol has been modified to ensure all correctible 415s will be
reversed during the correction period. Area management and sergeants will continue to monitor
timekeeping records, schedules, and shift modifications in an effort to avoid employees incurring
FLSA overtime in the future.

Finding #3: Agree. The two MARs have been reviewed and signed. Every effort will be made
to ensure this oversight will not occur in the future.

Questions regarding this response may be directed to Captain Mark Rasmussen via e-mail at
marasmussenochp.ca.gov or by telephone at (707) 253-4906.

AN

M. A. RASMUSSEN, Captain
Commander

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OPI 076



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

~age 1of 3

Command: Division: Chapter:
Napa Golden Gate | 6
Inspected by: Date:
Lt. C. Childs, #13867 12/17/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

Chapter Inspection:

THES S SSFECI Total hours expended on the [] Corrective Action Plan Included
X Division Level [] Command Level | "SPection:
[] Attachments Included
[] Executive Office Level
Follow-up Required: Forward to:
Due Date:
[] Yes X No

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

During the inspection, the following discrepancies were noted:

Finding #1 (question #13, Command Overtime): 7 instances of CTO hours rolled over to paid overtime,

resulting in 15.82 hours paid.

Finding #2 (question #14, Command Overtime): 38 Instances of FLSA overages resulting in 312 hours

paid at half time were noted.

Finding #3 (question #17, Command Overtime). The March and May 2009 Monthly Attendance Reports
were not sighed by a member of the command staff.

| Commander's Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response)

Finding #1: Agree. Napa Area management routinely monitors the CTO balances of sergeants and
officers. Employees with high balances who regularly accumulate CTO are directed to use an
appropriate amount of CTO to preclude the conversion to paid overtime. Although the number of
instances (7) and the hours paid (15.82) are relatively low, Area management and supervisors will re-
double our efforts on a monthly basis to ensure balances are maintained at reasonable levels to avoid

vilar incidents in the future.

CHP 680A (Rev. 02-09) OP1 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Klomma”d: g"isli(‘;”: Gat ghapte"

COMMAND INSPECTION PROGRAM s orenvaEe oo

FXCEPTIONS DOCUMENT Lt. C. Childs, #13867 121709
4ge 2 of 3

Finding #2: Agree. Napa Area management critically reviews and approves all shift schedules, with the
goal to prevent employees from incurring FLSA overtime. The Scheduling Sergeant utilizes Excel
spreadsheets to track hours during FLSA periods when preparing monthly schedules. The shift
spreadsheets have formulas to calculate the work hours for sergeants and officers during each FLSA
period, so as not to exceed 170 hours. A thorough review of the identified discrepancies by Area
management has revealed that modifications to approved schedules and/or late/improper data entries
have inadvertently resulted in the FLSA overtime accrual.

It should be noted that subsequent to this Command Inspection, Napa Area’s clerical supervisor
reviewed the Monthly Activity Reports (MARs) and verified that a substantial amount of FLSA overtime
was reversed, due to initial 415 data entry errors. Therefore, the actual instances (29) and total
overtime hours (190.5) is less than originally identified during the inspection. A review of the remaining
instances revealed that the majority of these were also 415 data entry errors which were not reversed
during the four day correction period. As a result, Area protocol has been modified to ensure all
correctible 415s will be reversed during the correction period.

Area management and sergeants will continue to monitor timekeeping records, schedules, and shift
modifications in an effort to avoid employees incurring FLSA overtime in the future.

Finding #3: Agree. Two MARs were not signed by the Commander or his/her designee. Every effort
i be made to ensure this oversight will not occur in the future.

CHP 680A (Rev, 02-09) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ﬁ’mma”d: E()BiVislia”: Gat ghapte“
COMMAND INSPECTION PROGRAM e S
EXCEPTIONS DOCUMENT Lt. C. Childs, #13867 12117109

age 3 of 3

etc.)

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

euired Action

Corrective Action Plan/Timeline

[_] Employee would like to discuss this report with \%j@{(ﬁw DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appea! procedures.) \2-2y OQ‘
CTOR s SiGNATURE DATE
12/17/2009
[ ] Reviewer discussed this report with REV' NATURE DATE
employee N
| w4, Concur [] Do not concur ’ /5 b
4
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STATE OF CALIFORNIA
MTPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 10f2
Command: Division: Number:
Napa Golden Gate 325
Evaluated by: Date:
Lt. C. Childs, #13867 12/17/2009
Assisted by: Date:
Sgt. M. Lehman, D. Silva s

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[] Executive Office Level

TYPE OF INSPECTION
X Division Level

[] Command Level

[ ] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[ ]Yes

] Follow-up Inspection

<] No

% Signalure:

Date:

12/17/2009

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
Mhapter 2, and HPM 10.3, Chapters 24 and 28.

"Note: Ifa "No” or "N/A” box is checked, the "Remarks’ section shall be utilized for explanation,

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

Yes | [JNo

I N/A

Remarks:

Is @ minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes | []No

LIN/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

Yes | []No

LIN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects”?

X Yes | [INo

CIN/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

X Yes | []No

LIN/A

Remarks:

Is "RDQO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes | []No

LIN/A

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

Yes | [JNo

LIN/A

Remarks:
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Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the
employee worked through their lunch break?

Yes

1 No

CIN/A

Remarks:

Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

[1No

LIN/A

Remarks:

10.

Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s
headquarters?

X Yes

[1No

LIN/A

Remarks:

11.

If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

[1No

LI N/A

Remarks:

12.

Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 415?

X Yes

1 No

L1 N/A

Remarks:

13.

Are employee’s Compensated Time Off hours
maintained within reasonable balances?

] Yes

X No

LIN/A

Remarks: 7 Instances of CTO
overages for 15.82 hours were noted

14.

[s the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

[] Yes

X No

CIN/A

Remarks: 38 Instances for 312 hours
paid at half time were noted

15.

Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes

[1No

LIN/A

Remarks:

16.

Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

Yes

] No

[IN/A

Remarks:

17.

Are the MARSs retained for at least three years and
contain the commander's signature?

X Yes

] No

LI N/A

Remarks: The March and May 2009
MARs weren’t signed by Area
Management
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STATE OF CALIFORNIA
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division G t gl;?ber:

JMMAND INSPECTION PROGRAM | Napa - ol i

valuated by: B

INSPECTION CHECKLIST Lt. C. Childs, #13867 12/17/2009
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. M. Lehman, D. Silva 12/17/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

w

TYPE OF INSPECTION

X Division Level [ ] Command Level

[ ] Executive Office Level [ ] Voluntary Self-Inspection

Commander’s Signature: Date:

NN

Follow-up Required:

[ ]Yes X No

[] Follow-up Inspection 121712009

For applicable policy, refer to: GO 40.6

.e: If a"No" or “N/A" box is checked, the "Remarks” section shall be utilized for explanation.

1. If the commander became aware that another
[1No Remarks:

agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

Yes L] N/A

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

X Yes | [1No | [JN/A | Remarks:

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

X N/A | Remarks: Command has not

sought this type of funding

[(JYes | []No

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes | [INo | []NA | Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

X Yes | [INo |[]N/A | Remarks:

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

X Yes | [INo |[JN/A | Remarks:
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7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

X Yes

I No

LIN/A

Remarks:

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

X Yes

I No

L1N/A

Remarks:

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

X Yes

I No

LIN/A

Remarks:

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

Yes

[ INo

LI N/A

Remarks:

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

(] No

L] N/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[ ] No

[]N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

Yes

] No

LIN/A

Remarks:

14.

Does every invoice associated with a grant funded
project contain the project number and name?

X Yes

[ No

LIN/A

Remarks:

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

X Yes

[ ] No

LIN/A

Remarks:

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

Yes

[1No

L1 N/A

Remarks:

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

[] Yes

] No

X N/A

Remarks: Does not apply to
Napa Area’s grant
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JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for ]
Federal Assistance, filed with the State (JYes | [(ONo |[X] N/A | Remarks: Applies to GMU
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in [JYes | [INo |[X]IN/A | Remarks: Same as #18
Control Section 28.00 of the annual Budget Act?

20. Are grant funds being used for their intended _
purpose? X Yes | [ONo |[JN/A | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed [(1Yes | [ONo |[X] N/A | Remarks: Same as #18
through the Commercial Vehicle Section before they
are submitted to the funding agency?

22. Are grant applications related to the Homeland
Security Grant Program being routed through the CIves | [ONo | [XIN/A | Remarks: Same as #18
Emergency Operations Section before they are
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | [] Yes [INo | [XIN/A | Remarks: Same as #18
soliciting participation in the Department's Highway
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis [] Yes [JNo N/A | Remarks: Same as #18
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [(JYes | [JNo N/A | Remarks: Same as #18
to all commands with responsibility for or that have
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [(JYes | [INo | [XIN/A | Remarks: Same as #18
each command prepared and distributed by GMU?
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State of California Business, Transportation and Housing Agency

Memorandum

Date: December 4, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Redwood City Area

File No.: 330.13156.13303.09-331

Subject: RESPONSE TO CHAPTER 6 AUDIT OF GRANT MANAGEMENT AND
COMMAND OVERTIME

This memorandum is intended to serve as the written response to the Chapter 6 audit of grant
management and command overtime as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. The Redwood City Area will discuss the importance of having notes
explaining overtime at the next staff meeting. The Redwood City Area will also provide
on-going training to supervisors with regard to approving overtime. This will preclude the
omission of notes on 415’s from happening again in the future.

Finding 2 — Agree. The Redwood City Area attempts to stay on top of CTO issues especially
when it comes to conversion of CTO to paid overtime. Nonetheless, this item will also be
discussed and Monthly Leave Balance training will be provided to all sergeants. Consistent with
the present MOU, those officers with maximum CTO may be asked to utilize 24 or more hours
to give Area the flexibility to assign CTO as necessary.

Finding 3 — Agree. The Redwood City Area found that measures were not in place to preclude
this from occurring. Effective immediately, the time keeper will ensure that prior to the cutoff
all procedures are followed to prevent this from occurring. Additionally, sergeants will be
trained and reminded of the importance of not changing days off or allowing seven hour days to
moved unless under extreme circumstances.

Questions regarding this response may be directed to Captain G. T. Hammond at
ghammond@chp.ca.gov or by telephone at (650) 369-6261.

gl [

G. T. HAMMOND, Captain
Redwood City Area

Safety, Service, and Security
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: _ ERvILors Chapter:
COMMAND INSPECTION PROGRAM [ Redwood City | GoldenGate 15
FXCEPTIONS DOCUMENT Lt. C. Childs, #13867 LLA7is

age 1 0of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the Corrective Action Plan Included
(1 Division Level [0 Command Level Inspection:
Attachments Included
[0 Executive Office Level 70
Follow-up Required: Forward to:
LU Yes 1 No Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

' Sommand Suggestions for Statewide Improvement:
.one.

| Inspector’s Findings:

During the inspection, the following discrepancies were noted:

Finding #1 (question #12, Command Overtime): One officer's CHP 415 with command overtime did not
have the required notes. A subsequent 10 percent sampling revealed no additional discrepencies.

Finding #2 (question #13, Command Overtime): 1 Instances of CTO rolling over to paid overtime,
resulting in 4.83 hours paid

Finding #3 (question #14, Command Overtime): 69 Instances of FLSA overages resulting in 428.5 paid
hours

| Commander's Response: X Concur or 0 Do Not Concur (Do Not Concur shall document basis for response) |

CHP 680A (Rev. 02-09) OPI 010



Séﬁliﬁﬁéﬁ#g?@mom HIGHWAY PATROL CR"’“CTa“d: 4 Cit g"islia": Gat ghapte"

COMMAND INSPECTION PROGRAM | ~ecwood Llly | Bolden bate o

FXCEPTIONS DOCUMENT Lt. C. Childs, #13867 1117109
age 2 of 3

etc.)

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

uired Action :

Corrective Action Plan/Timeline

Finding #1:

Response:

Finding #2:

Response:

Finding #3:

Response:

(question #12, Command Overtime): One officer's CHP 415 with command overtime did not
have the required notes. A subsequent 10 percent sampling revealed no additional
discrepencies.

The Redwood City Area will discuss this at the next staff meeting and provide on-going
training to supervisors with regard to approving overtime. This will preclude this from
happening again in the future.

(question #13, Command Overtime): 1 Instances of CTO rolling over to paid overtime,
resulting in 4.83 hours paid.

The Redwood City Area attempts to stay on top of CTO issues especially when it comes to
conversion of CTO to paid overtime. Nonetheless, this item will also be discussed and
Monthly Leave Balance training will be provided to all sergeants.

(question #14, Command Overtime): 69 Instances of FLSA overages resulting in 428.5 paid
hours (at ¥z time rate).

The Redwood City Area found that measures were not in place to preclude this from
occurring. Effective immediately, the Time Keeper will ensure that prior to

the cutoff all procedures are followed to prevent this from occurring again. Additionally,
sergeants will be trained and reminded of the importance of not changing days off or
allowing seven hour days to moved unless under extreme circumstances and with the
approval of a manager.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL g’gg‘x‘go 4 Cit g"g;&’;n _ ghapte“
COMMAND INSPECTION PROGRAM et o
FXCEPTIONS DOCUMENT Lt. C. Childs, #13867 117109
age 3 0of 3
[J Employee would like to discuss this report with COMMANDER'S SIGNATU DATE
the reviewer. =
(See HPM 9.1, Chapter 8 for appeal procedures.) :
INSPECTOR'S SIGNATURE DATE
% M’“‘ 11/19/2009
O Reviewer discussed this report with REVIEW[\R‘éﬁlGNEEATURE Q DATE
employee - _ e
Concur 0 Do not concur &' % |15 /D
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STATE OF CALIFORNIA
"EPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 10f2
Command: Division: Number:
Redwood City Golden Gate 366
Evaluated by: Date:
Lt. C. Childs, #13867 11/17/2009
Assisted by: , Date:
Sgt. M. Lehman, D. Silva Nien0s

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

% Division Level

O Executive Office Level

0 Command Level

00 Voluntary Self-Inspection

Lead Inspector's Signature:

(i flie

Follow-up Required:

0 Yes

O Follow-up Inspection

X No

Commander's Signiature;

Date:

11/17/2009

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
"apter 2, and HPM 10.3, Chapters 24 and 28.

Note: If a “No” or-“N/A” box is checked, the “Remarks” section shall be utilized for explanation.

il

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardiess of length of
service/detail?

W Yes {1 No

0O N/A

Remarks:

Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such canceilation?

¥ Yes 0 No

O N/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

Yes O No

1 N/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

Yes O No

0O N/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

Yes O No

0O N/A

Remarks:

Is “RDO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

K Yes [ No

O N/A

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

Yes 0 No

O N/A

Remarks:
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL
OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime
8. Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the Yes ONo | ONA | Remarks:
employee worked through their lunch break?
9. Did the supervisor sign the CHP 415s approving the
overtime? Yes ONo |DONA | Remarks:
10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s ™ Yes ONo | ON/A | Remarks:
headquarters?
11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was ® Yes ODNo | DONA | Remarks:
provided excluded from the CHP 415 of the
counselor?
12. Is the "Notes” section on side two of the CHP 415 et ceaBhe EHELTE i
used to explain any overtime listed on side one of the | (1 Yes & No 0 N/A SUSTiEIdidint FayE explanalaly
CHP 4157 notes. During a subsequent 10
percent sampling, no other
discrepancies were noted.
13. Are employee_’s Compensated Time Off hours Rermarks: Just 1 instance for 4.5
maintained within reasonable balances? 0 Yes MNo [ONA |- wvere noted over a 13-pay
periods
14. |s the commander ensuring employees are not
incurring overtime due to working over the allotted [Yes | ®No |0ONA Egﬂ:g‘:ﬁeg Instances for 428.5
number of hours for any given Fair Labor Standards
Act (FLSA) period?
15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in Yes | O No |[[N/A | Remarks:
them working more than 16.5 hours in a 24 hour
period?
16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? W Yes [INo | O N/A | Remarks:
17. Are the MARs retained for at least three years and
contain the commander's signature? KYes | ONo |ON/A | Remarks:
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STATE OF CALIFORNIA

"“EPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: . givision'é l‘:;lgsmber:
OMMAND INSPECTION PROGRAM | Redwood City | 2eFen 72 =

INSPECTION CHECKLIST Lt G. Childs, #13867 11/17/2009

Chapter 6 Assisted by: ' Date:

Command Grant Management Sgt. M. Lehman, D. Silva 11/17/2009

Page 10f3

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

® Division Level 0 Command Level
(1 Executive Office Level [ Voluntary Self-Inspection
FoIIow-up Required: Commander's Signature: Date:
O Follow-up Inspection 11/17/2009

O Yes X No

For applicable policy, refer to: GO 40.6

.ote

: If a “No” or “N/A™ box is checked, the “Remarks” section shall be utilized for explanation.

1.

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

[IYes

[0 No

& N/A

Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

0 Yes

[J No

B N/A

Remarks: Redwood City did
not apply for a grant in the
last 12 months

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

O Yes

[t No

® N/A

Remarks: Same as #2

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

O Yes

O No

e N/A

Remarks:

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

U Yes

0 No

N/A

Remarks: Same as #2

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

O Yes

J No

@ N/A

Remarks: Same as #2
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STATE OF CALIFORNIA
"EPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

U Yes

O No

W N/A

Remarks: Same as #2

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

0 Yes

O No

X N/A

Remarks: Same as #2

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

0 Yes

O No

® N/A

Remarks: Same as #2

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

O Yes

0 No

W N/A

Remarks: Same as #2

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

O Yes

0 No

® N/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

O Yes

U No

X N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

U Yes

0 No

N/A

Remarks: Same as #2

14.

Does every invoice associated with a grant funded
project contain the project number and name?

1 Yes

O No

N/A

Remarks:

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

O Yes

O No

N/A

Remarks: Same as #2

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

O Yes

0 No

N/A

Remarks:

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

o Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

O Yes

U No

&K N/A

Remarks: Same as #2

CHP 680P (Rev. 02-09) OP1 010
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STATE OF CALIFORNIA
“EPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 3of3

18.

Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

[l Yes

No

N N/A

Remarks: Same as #2

19.

Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budget Act?

[l Yes

No

K N/A

Remarks: Same as #2

20.

Are grant funds being used for their intended
purpose?

1 Yes

I No

X N/A

Remarks:

21.

Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the funding agency?

[l Yes

No

K N/A

Remarks: Same as #2

22.

Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the funding agency?

[l Yes

No

K N/A

Remarks: Same as #2

"Questions 23 through 26 pertain to the Grants Management Unit._

23.

Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department’s Highway
Safety Program?

[ Yes

No

K N/A

Remarks: Same as #2

24.

Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

[l Yes

I No

K N/A

Remarks: Same as #2

25.

Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the project?

O Yes

| No

K N/A

Remarks: Same as #2

26.

Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed by GMU?

" Yes

No

& N/A

Remarks: Same as #2

CHP 680P (Rev. 02-09) OP1 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: December 11, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
San Francisco Area

File No.: 335.12544

Subject: RESPONSE TO COMMAND OVERTIME AND GRANT MANAGEMENT
INSPECTION

This memorandum is intended to serve as the written response to the command overtime and
grant management inspection.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. Officers and Supervisors will be reminded of the requirement that CHP
415s, Daily Field Records, with overtime include a reason the overtime was worked and who
pre-approved the overtime.

Finding 2 — Agree. Arca management and supervisors are provided a list of uniformed
personnel who are at or over the maximum allowable limit of CTO. Consistent with the
Bargaining Unit 5 MOU, employees at or over the allowable limit of CTO are required to reduce
their banks by a maximum of 24 hours.

Finding 3 — Agree. Arca management approves and posts schedules that comply with FLSA
requirements. Officers and supervisors will be reminded that prior to any schedule changes to
the posted schedule are made that FLSA requirements are met. The Area timekeeper will
attempt to identify and correct FLSA discrepancies prior to cut-off.

Should you have any questions, please do not hesitate to contact me.

P Ut

PAUL FONTANA, Captain
Commander

Safety, Service, and Security

CHP S1WP (Rev. 11-86) OPI 076



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM San Francisco | Golden Gate Chapter 6

Command: Division: Chapter:

FXCEPTIONS DOCUMENT grea -
. 4ge 10of 3 Lt. Jim Fonseca 11/25/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [J Corrective Action Plan Included
[ Division Level X Command Level ;'ssp?tm:
-2 hours [] Attachments Included
[] Executive Office Level
Forward to:

Follow-up Required:

[] Yes X No

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Due Date:

None.

[ Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

Finding #1: #12, Command Overtime. 5/19/09. An officer worked non-reimbursable overtime, however,
no notes indicating why. An additional 10 percent was sampled with no discrepancies
found.

Finding #2: #13, Command Overtime. Leave Balance Reports indicated nine (9) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 86.58
hours of overtime paid out.

Finding #3: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months revealed twenty-two instances of FLSA discrepancies for a total of 144
“¥2 time” hours paid.

[ Commander’s Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

none.

CHP 680A (Rev. 02-09) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM San Francisco | Golden Gate Chapter 6

FXCEPTIONS DOCUMENT e -
. dge 2 of 3 Lt. Jim Fonseca 11/25/2009

Command: Division: Chapter:

Required Action

Corrective Action Plan/Timeline

Finding #1:

Response:

Finding #2;

Finding #3:

#12, Command Overtime. On 9/11/2009, Officer Brown, #18799, worked non-reimbursable
overtime, however, the 415 had no notes indicating why or who approved it. An additional
10 percent was sampled with no discrepancies found.

Sergeants and officers will be provided training on the appropriate handling of overtime.
Area has addressed the specific incident and reminded officers of the importance of
providing an explanation of any non-reimbursable overtime and who approved it. Sergeants
will be reminded to approve only CHP 415s that have information in the notes section.

#13, Command Overtime. Leave Balance Reports indicated nine (9) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 86.58
hours of overtime paid out.

Response: Area sergeants and managers will continue to be provided a monthly
spreadsheet from the timekeeper to identify those employees who are close to or who have
accumulated the amount of CTO. Those employees at or over the CTO cap will be directed
to reduce their balance by upto 24 hours.

#14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months revealed twenty-two instances of FLSA discrepancies for a total of 144
“¥2 time” hours paid.

Response: Area management approves and posts schedules that comply with FLSA
requirements. Officers and supervisors will be reminded that prior to any schedule changes
to the posted schedule are made that FLSA requirements are met. The timekeeper will
attempt to identify and correct any FLSA discrepancies prior to cut-off.

Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE

the reviewer. — e / /
(See HPM 9.1, Chapter 8 for appeal procedures.) ot [ 2(1 7,00ﬁ

INSPECTOR'S SIGNATURE DATE K

A e 12/11/7

CHP 680A (Rev. 02-09) OPI1 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: CVISION. Chapter:
COMMAND INSPECTION PROGRAM San Francisco | Golden Gate Chapter 6
Area

FXCEPTIONS DOCUMENT Thepectod By S
. 4age 3 0of 3 Lt. Jim Fonseca 11/25/2009
(] Reviewer discussed this report with REVIEWER' Gw 0 DATE

mployee

Concur ] Do not concur ( j—-/(:\ . il )=/ /10
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STATE OF CALIFORNIA
N=PARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
JMMAND INSPECTION PROGRAM San Francisco | Golden Gate 335
INSPECTION CHECKLIST Qﬁied o S
Chapter 6 . ' '
Command Grant Management I;t'.‘]'m Fonseca 1 1/_25/2009
ssisted by: Date:
Sat. Matthew Otterby 11/25/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

X Division Level (] Command Level q. (,/44/1/;7/ %ﬂﬂ/wﬂ e, /5503
[] Executive Office Level [ ] Voluntary Self-Inspection
FO”OW-Up Requ]red: Qomimander's Signature: Date:
(] Follow-up Inspection 11/25/2009

[ ]Yes

X No

fant “Ut—

For applicable policy, refer to: GO 40.6

ce: If a “No” or “N/A" box is checked, the ‘Remarks” section shall be utilized for explanation.

1.

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes

[UNo |[INA

Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

[ Yes

[ONo | X N/A

Remarks: Area did not submit
any grant proposals in the
past 12 months.

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

[]Yes

[INo | X N/A

Remarks: GMU

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes

LINA

Remarks:

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

[]Yes

CIN/A

Remarks: In past twelve

months, no

grant proposals.

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

X Yes

LI N/A

Remarks: Information
provided by GMU.

CHP 680P (Rev. 02-09) OP1 010




STATE OF CALIFORNIA
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

] Yes

] No

X N/A

Remarks: GMU

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

[]Yes

] No

X N/A

Remarks: GMU

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

] Yes

] No

X N/A

Remarks: GMU

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

] Yes

] No

X N/A

Remarks: GMU

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

] No

LIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

] No

LI N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

] Yes

[ No

X N/A

Remarks: GMU. Does not
apply to Area Operations.

14.

Does every invoice associated with a grant funded
project contain the project number and name?

] Yes

[INo

X N/A

Remarks: GMU

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

[ Yes

1 No

X N/A

Remarks: GMU

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

] No

LI N/A

Remarks: Child safety seat
equipment.

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

[J Yes

] No

X N/A

Remarks: GMU

CHP 680P (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
TTBARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page
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18.

Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

] Yes

] No

X N/A

Remarks:

GMU

19.

Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budget Act?

] Yes

] No

X N/A

Remarks:

GMU

20.

Are grant funds being used for their intended
purpose?

X Yes

] No

CIN/A

Remarks:

21.

Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the funding agency?

[J Yes

[ No

X N/A

Remarks:

GMU

22.

Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the funding agency?

] Yes

[ No

X N/A

Remarks:

GMU

| Questiors:23:throughi:26 pertainito theiGrants:Management Unit

23.

Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department’s Highway
Safety Program?

] Yes

I No

X N/A

Remarks:

GMU

24.

Did GMU send the concept paper as an attachment
to 2 memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

] Yes

1 No

X N/A

Remarks:

GMU

25.

Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the project?

] Yes

1 No

X N/A

Remarks:

GMU

26.

Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed by GMU?

] Yes

1 No

X N/A

Remarks:

GMU

CHP 680P (Rev, 02-09) OPI 010




STATE OF CALIFORNIA
PTOARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 10of2
Command: Division: Number:
San Francisco | Golden Gate 335
Area
Evaluated by: Date:
Lt. Jim Fonseca 11/25/2009
Assisted by: Date:
Sgt. Matthew Otterby 11/25/2009

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

] Executive Office Level

[] Command Level

[] Voluntary Self-inspection

Lead Inspector's Signature:

e =l

iy~ ﬁMW—- C7 //75[7 5

Follow-up Required:

[ ]Yes

[] Follow-up Inspection

X No

C{Bpfmander’s Signature:

fout 1

Date:

11/25/2009

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
~*~apter 2, and HPM 10.3, Chapters 24 and 28.

Note: If a “No” or “N/A" box is checked, the "Remarks” section shall be utilized. for explanation. -

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

XvYes | LINo

L1 N/A

Remarks:

Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

XYes | [INo

CIN/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

XvYes | [INo

LIN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

XYes | LINo

CIN/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

XYes | LINo

LI N/A

Remarks:

is “RDQO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

XYes | LINo

CIN/A

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

XvYes | [INo

LI N/A

Remarks:

CHP 680P (Rev. 02-09) OPI1 010




STATE OF CALIFORNIA
"TPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 20f2

8. Do the CHP 415s with overtime indicate the

employee’s lunch period or indicate “None” if the XYes | [ONo | CJN/A | Remarks:
employee worked through their lunch break? B

9. Did the supervisor sign the CHP 415s approving the
overtime? XvYes | CONo |[JN/A | Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's XvYes | (ONo |[CJN/A | Remarks:
headquarters? B

11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was XvYes | [ONo |[JN/A | Remarks:
provided excluded from the CHP 415 of the -
counselor?

12. Is the “Notes” section on side two of the CHP 415 ) _
used to explain any overtime listed on side one ofthe | [JYes | X No |[IN/A 2?5’2;*5: ginel InStaneeler SYemme
CHP 4157 e

13. Are employee’s Compensated Time Off hours T E—
maintained within reasonable balances? CdYes | XNo | LIN/A | e ted to paid overtime, Refer to

Exceptions form.

14. Is the commander ensuring employees are not )
incurring overtime due to working over the allotted Oyes | XNo |OONA E:;“tlaﬂrzz T%‘ef;’:ytg"g;g‘es;ﬁgﬁ:iom
number of hours for any given Fair Labor Standards ' '
Act (FLSA) period?

15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in XvYes | [ONo | CIN/A | Remarks:
them working more than 16.5 hours in a 24 hour -
period?

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? XYes | [ONo | [JN/A REMENS

17. Are the MARSs retained for at least three years and
contain the commander's signature? XYes | [ONo |[IN/A | Remarks:

Remarks:

#12: During subsequent 10 percent sampling, no other discrepancies noted.

CHP 680P (Rev. 02-09) OPI 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: December 9, 2009

To: Golden Gate Division

From; DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
San Jose Area

File No.: 340.11167

Subject: RESPONSE TO GRANT MANAGEMENT AND COMMAND OVERTIME
INSPECTION REPORT

This memorandum is intended to serve as the written response to the grant management and
command overtime inspection conducted by Golden Gate Division as required.

FINDINGS REQUIRING FOLLOW-UP:

As noted below, actions necessary to prevent repetitions of issues noted in Findings #1 and #2
were already enacted prior to this audit and no additional corrective action is warranted.

Finding #1: Agree. Area management currently tracks Converted to Overtime (CTO) balances
on a monthly basis. In accordance with the current MOU, those individuals at the 480 hour cap
are being directed to reduce the balance by 24 hours to preclude CTO conversion to paid
overtime.

Finding #2: Agree. The two discrepancies which resulted in Fair Labor Standard Act (FLSA)
overtime conversion of eight and one half hours occurred approximately 11 months ago. Area
management conducts monthly checks and 415 clerks are sufficient to preclude a reoccurrence.

Questions regarding this response may be directed to Lieutenant Spencer Boyce at (408 ) 467-

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OPI 076



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL SETILETICE Division: Chapter.
COMMAND INSPECTION PROGRAM ~ |->an Jose Solden Gate 1 Chapier 6
FXCEPTIONS DOCUMENT Lt. Jim Fonseca 11/17/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
inspection:

D vision Level A Comman eve 4 hours

[] Attachments Included
[] Executive Office Level

Follow-up Required: FenHErd (o

[]Yes

Due Date:
X No

| Chapter Inspection:

' Inspector's Comments Regarding Innovative Practices:

None

! Command Sug_g-estions for Statewide Improvement: J

None

Inspector’'s Findings:

Finding #1: #6, Command Overtime, 5/19/09, Officer Elder, #18562, Attended court on RDO, however
no indication of RDO in Notes Section. Additional 10 percent sampled, no discrepancies
found.

Finding #2: #13, Command Overtime, six (6) instances, over the past twelve months, on Leave Balance
Report indicated a total of approximately 38 hours of CTO was converted to paid overtime
as a result of maximum CTO levels.

Finding #3: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during

past twelve months, revealed two instances of FLSA discrepancies for a total of eight (8)
hours.

Commander's Response: [FConcur or [] Do Not Concur (Do Not Concur shall document basis for response) |

CHP 880A (Rev, 02-09) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL PN S Chapter:
COMMAND INSPECTION PROGRAM ~ |-S2n Jose Golden Gate _[jiChapter 6
FXCEPTIONS DOCUMENT Lt. Jim Fonseca 11/17/2009
1 «ge 20f3

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Findings unchanged.

Required Action

Corrective Action Plan/Timeline

As noted below, corrective action has been taken on Finding #1. Actions necessary to prevent

repetitions of issues noted in Findings #2 and #3 were already enacted prior to this audit and no
additional corrective action is warranted.

Finding #1: Area has prepared a briefing item to ensure all personnel are aware of this policy. This will
continue to be a topic of discussion at area staff meetings.

Finding #2: Area management currently tracks CTO balances on a monthly basis. In accordance with
current MOU, those individuals at the 480 hour cap are being directed to reduce the balance by 24
hours to preclude CTO conversion to paid overtime.

Finding #3: The two discrepancies in question occurred approximately 11 months ago. Monthly checks
by Area management and 415 clerks are sufficient to preclude a reoccurrence.

CHP 680A (Rev 02-09) OPI 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL (éoéan?Jng:se gvciflig;n Gate ((:lh}?\’;e[:;:ter 5
COMMAND INSPECTION PROGRAM  |-San Jose oh:
EXCEPTIONS DOCUMENT Lt. Jim Fonseca 11/17/2009
v .ge 30of3
[] Employee would like to discuss this report with NDER'S SIGNATURE DATE
the reviewer. /; ,6[/(9 ?
(See HPM 9.1, Chapter 8 for appeal procedures.)
EC}‘OR S SIGNATURE DATE
[_] Reviewer discussed this report with EWER SéGNATU DATE
employee -
dd’Concur ] Do not concur é (15710
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STATE OF CALIFORNIA
TTOARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 10f2

Command: Division: Number:

San Jose Area | Golden Gate 340

Evaluated by: Date:

Lt. Jim Fonseca 11/17/2009
Assisted by: Date:

Sgt. Steve Perea 11/17/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

‘ X Division Level

] Command Level

(] Executive Office Level [] Voluntary Self-Inspection

(

Lead Inspector’s Signature:

Vi

e, |

Follow-up Required:

[ ]Yes X No

(] Follow-up Inspection

Commander;

?ignature:

Date:

11/17/2009

For applicable policies, refer to HPM 11.1, Chapter 6,
' HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
-7 apter 2, and HPM 10.3, Chapters 24 and 28.

_ Note: If a “No” or “N/A” box is checked, the “Remarks" section shall be utilized for explanation.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail ?

X Yes

CINo | O N/A

Remarks:

[s a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes

[INo | IN/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

X Yes

[(INo | [IN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

X Yes

CINo | I NA

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours'worked during their
regular work shift time?

X Yes

[(INo |[IN/A

Remarks:

Is "RDO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

] Yes

XNo |LINA

Remarks: One 415 missing notes

identifying work completed on RDO.

|
|

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes

CINo | I N/A

Remarks:
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Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the
employee worked through their lunch break?

X Yes

1 No

LIN/A

Remarks:

Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

] No

CIN/A

Remarks:

10.

Are claimed overtime meals related to overtime
worked within 50 miles of the employee's
headquarters?

X Yes

[J No

LIN/A

Remarks:

11.

If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

I No

LI N/A

Remarks:

12.

Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 4157

X Yes

J No

LI N/A

Remarks:

13

Are employee’s Compensated Time Off hours
maintained within reasonable balances?

[ Yes

LIN/A

Remarks: Six instances of CTO
converted to paid overtime in past 12
months. Refer to Exceptions form.

14.

Is the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

] Yes

LI N/A

Remarks: Two discrepancies
identified. Refer to Exceptions Form.

15.

Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes

[ No

CIN/A

Remarks:

16.

Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

X Yes

1 No

CIN/A

Remarks:

17.

Are the MARs retained for at least three years and
contain the commander’s signature?

X Yes

] No

CIN/A

Remarks:

Remarks:
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STATE OF CALIFORNIA
PTTARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
« JMMAND INSPECTION PROGRAM | San Jose SeldenCale o

valuateda by: ate:
B SESCIHEN ChIECISEISIT Lt. Jim Fonseca 11/17/2009
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. Steve Perea 11/17/2009

Page 10f3

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes X No

&
X Division Level ] Command Level s cn— ? 2202 277
[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: Date:
i ] Follow-up Inspection 11/17/2009

For applicable policy, refer to: GO 40.6

h..e

1 If a "No” or "N/A" box is checked, the “Remarks” section shall be utilized for explanation.

1.

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes

[INo | [JN/A | Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

] Yes

[T No X N/A Remarks: Area did not submit

any grant proposals.

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

] Yes

[INo | XN/A | Remarks: GMU

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes

[CINo | [ N/A | Remarks:

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

[]Yes

X No [l N/A | Remarks: Area did not submit

any grant proposals.

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

X Yes

[JNo | [J N/A | Remarks: Information

provided by GMU.
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7.

|s supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a iocal government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

] Yes

1 No

X N/A

Remarks: GMU

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

] Yes

] No

X N/A

Remarks: GMU

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

(] Yes

I No

X N/A

Remarks: GMU

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

] Yes

] No

X N/A

Remarks: GMU

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

I No

CIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

I No

CIN/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

[JYes

] No

X N/A

Remarks: GMU. Does not
apply to Area Operations.

14.

Does every invoice associated with a grant funded
project contain the project number and name?

[ Yes

I No

X N/A

Remarks: GMU

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

] Yes

[JNo

X N/A

Remarks: GMU

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

[INo

L N/A

Remarks: Radar Trailer.

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:
¢ Applications for federal funds which are not
included in the budget approved by the
Governor.
e Applications for federal funds which exceed
the amount specified in the budget.

[ Yes

[JNo

X N/A

Remarks: GMU
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STATE OF CALIFORNIA
PTPARTMENT OF CALIFORNIA HIGHWAY PATROL

. /MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6

Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State CYes [ ONo | X N/A Remarks: GMU
Clearinghouse for all approved unbudgeted grant - ’
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in ] Yes LINo | X N/A Remarks: GMU
Control Section 28.00 of the annual Budget Act? —

20. Are grant funds being used for their intended
purpose? XvYes | LUNo | LONA | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed [(JYes | [JNo | X N/A Remarks: GMU
through the Commercial Vehicle Section before they - '
are submitted to the funding agency?

22. Are grant applications related to the Homeland
Security Grant Program being routed through the ] Yes I No XN/A | Remarks: GMU
Emergency Operations Section before they are
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | []Yes | [INo | X N/A Remarks: GMU
soliciting participation in the Department's Highway -
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | [ ] Yes | [JNo | X N/A Remarks: GMU
Division to Assistant Commissioner, Field, and -
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [lYes | [INo | XN/A Remarks: GMU
to all commands with responsibility for or that have -
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of []Yes I No l N/A | Remarks: GMU
each command prepared and distributed by GMU?
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State of California Business, Transportation and Housing Agency

Memorandum

Date: December 9, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Hayward Area
File No.: 301.13700.09-082
Subject: RESPONSE TO COMMAND GRANT AND OVERTIME INSPECTION

This memorandum is intended to serve as the written response to the command grants and
overtime inspection report of the Hayward Area. Area management and sergeants are actively
involved in this program and ensure that all Area personnel are properly trained.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. Area has identified the issue of Fair Labor Standards Act (FLSA) overtime
and has been working on correcting the problem. The last three months have shown a drastic
decrease in FLSA overages. The Area commander has reviewed the issue with the Area’s time
keeper and the scheduling sergeant. A training session has been conducted with all sergeants and
the management team on December 9, 2009. Monthly reviews will be conducted to ensure
FLSA overtime is not occurring. Attendance screens will be utilized to assist in the accounting
of hours worked in each FLSA period.

Questions or concerns regarding this response may be directed to Sergeant Kevin Briggs or
myself at (510) 489-1500.

.
DL Tl e

M. W. MULGREW, Captain
Commander

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OPI 076



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM | Hayward Area

FXCEPTIONS DOCUMENT
» uge 1 of 2

Command: Division: Chapter:
Golden Gate Chapter 6

Inspected by: Date:

Lt. Jim Fonseca 11/19/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, Under “Forward to:” enter the next leve! of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

Chapter Inspection:

T or HepeeTion Total hours expended on the [] Corrective Action Plan Included
[ Division Level X Command Level ':srﬁ’e"t'on-
ours [] Attachments Included
[] Executive Office Level
Follow-up Required: Forward to: ’
Due Date:
L] Yes No

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

l

Finding #1: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed 46 instances of FLSA discrepancies for a total of 241

hours paid at ¥ time.

| Commander’s Response: X Concur or [ ] Do Not Concur (Do Not Coneur shall document basis for response) |

etc.)

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

Findings unchanged.
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Heyward Area | Golden Gate l.Chapler
FXCEPTIONS DOCUMENT Lt limiEansees 11/19/2009

, «ge 2 of 2

Required Action

Corrective Action Plan/Timeline

Hayward Area has had changes in commanders and lieutenants in the last year. As of November 1,
2009, Hayward Area received its newest commander and an acting lieutenant. Area has already
identified the issue of FLSA overtime and has been working on correcting the problem. The last three
months have shown a drastic decrease in FLSA overages.

The Area commander has reviewed the issue with the Area’s time keeper and the scheduling sergeant.
A training session will be conducted with all sergeants and the management team at the next Area staff
meeting on December 9, 2009.

Monthly reviews will be conducted to ensure FLSA overtime is not occurring. Attendance screens will
be utilized to assist in the accounting of hours worked in each FLSA period.

The responsibility of Scheduling Sergeant will remain with the Area’s most tenured sergeant. This will
create stability in Area’s scheduling procedures and will reduce the likelihood of simple errors that occur
1 ongoing sergeant transfers.

L] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.) %(//,44/4 ﬂ-\m e ///2,5'/07
~| INSPECFOR'S SIGNATURE .7 = DATE
A Foneece 7 /3% /2/06/6 3
"™ Reviewer discussed this report with REVJEWER'S SIGNATURE DATE
amployee / V 4 /_,
[ Concur [ Do not concur /_D/_,. ) itfzo/v
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STATE OF CALIFORNIA
© TPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
- OMMAND INSPECTION PROGRAM | Hayward Area | Golden Gate | 345

valua y: ate:
INSPECTION CHECKLIST Lt. Jim Fonseca 11/19/2009
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. Steve Perea 11/19/2009

SSA J. Maniutac

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector’s Signature:
TYPE OF INSPECTION

o ~ -
X Division Level ] Command Level 'd ; P AYE LS
[] Executive Office Level [] Voluntary Self-Inspection /

Follow-up Required: |/@ommander’s Signature: Date:
[] Follow-up Inspection

[ Yes X No T4 4‘%/;47,4— U /)5/65

For applicable policy, refer to: GO 40.6

isote: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. If the commander became aware that another
agency or organization is proposing or has submitted | X Yes CONo | [ N/A | Remarks:
a grant application to a funding agency other than the | —
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities [ Yes [JNo | X N/A | Remarks: Area did not submit
for the purpose of conducting inventories, need and - any grant proposals.
engineering studies, system development or program
implementations?

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs [1Yes | [ONo | X N/A | Remarks: GMU
identified by the National Highway Traffic Safety -
Administration?

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for | Xyes | [JNo | []N/A | Remarks:
non-reimbursable overtime expenditures?

5. Are concept papers regarding grant funding
submitted through channels to Grants Management [ Yes X No ] N/A | Remarks: Area did not submit

Unit (GMU)? B any grant proposals.
6. Was GMU contacted to determine the current

personnel billing rates used for grant projects when X Yes [(DNo | [ N/A | Remarks: Information

preparing concept paper budgets? - provided by GMU.
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-OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

[ Yes

O No

X N/A

Remarks: GMU

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

[ Yes

I No

X N/A

Remarks: GMU

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

[Jves

[ No

X N/A

Remarks: GMU

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

[ Yes

O No

X N/A

Remarks: GMU

1.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

] No

LIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[ No

CIN/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

[ Yes

[ No

X N/A

Remarks: GMU. Does not
apply to Area Operations.

14.

Does every invoice associated with a grant funded
project contain the project number and name?

[ Yes

] No

X N/A

Remarks: GMU

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

[] Yes

I No

X N/A

Remarks: GMU

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

[1Yes

] No

X N/A

Remarks: Area has no
equipment.

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

» Applications for federal funds which are not
included in the budget approved by the
Governor.

» Applications for federal funds which exceed
the amount specified in the budget.

[ Yes

I No

X N/A

Remarks: GMU
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STATE OF CALIFORNIA
"PARTMENT OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6

Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State ] Yes CINo | X N/A Remarks: GMU
Clearinghouse for all approved unbudgeted grant -
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in Oves | [INo | XN/A | Remarks: GMU
Control Section 28.00 of the annual Budget Act?

20. Are grant funds being used for their intended
purpose? XvYes | CINo | OON/A | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed [JYes CINo | X N/A Remarks: GMU
through the Commercial Vehicle Section before they -
are submitted to the funding agency?

22. Are grant applications related to the Homeland
Security Grant Program being routed through the Cyes | ONo | XN/A | Remarks: GMU
Emergency Operations Section before they are -
submitted to the funding agency?

Nyestions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | [] Yes [1No XN/A | Remarks: GMU
soliciting participation in the Department’s Highway
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis ] Yes CdNo | XN/A Remarks: GMU
Division to Assistant Commissioner, Field, and -
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [ Yes CINo | X N/A Remarks: GMU
to all commands with responsibility for or that have -
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of dyes | [INo XN/A | Remarks: GMU
each command prepared and distributed by GMU?
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STATE OF CALIFORNIA
"PARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
~OMMAND INSPECTION PROGRAM | Hayward Area | Golden Gate | 345
valuated by: ate:
INSPECTION CHECKLIST Lt. Jim Fonseca 11/19/2009
Chapter 6 _ Assisted by: Date:
Command Overtime Sgt. Steve Perea 11/19/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the btanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level (] Command Level

(] Executive Office Level

Lead Inspector’s Signature:

F onitem, £7° S EBE03

Fl

[] Voluntary Self-Inspection

Follow-up Required:

[]Yes

[] Follow-up Inspectio

X No

{'Commander’s Signature: Date:

n 11/19/2009

For applicable policies, refer to HPM 11.1, Chapter 6,

HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
apter 2, and HPM 10.3, Chapters 24 and 28.

Note: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

Remarks:

l Yes I:l No D N/A

Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

Remarks;

_X Yes D No D N/A

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

Remarks:

x Yes L__I No D N/A

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

Remarks:

l Yes D No D N/A

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

Remarks:

XvYes | [INo [[INA

Is “RDQO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

Remarks:

XvYes | [LINo |[INA

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes |‘_‘| No D N/A Remarks:
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INSPECTION CHECKLIST

Chapter 6

Command Overtime

Page 20f2

Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the
employee worked through their lunch break?

X Yes

[ No

O NA

Remarks:

Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

O No

CONA

Remarks:

10.

Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s
headquarters?

X Yes

I No

CINA

Remarks:

11.

If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

[ No

CONA

Remarks:

12.

Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 415?

X Yes

] No

CIN/A

Remarks:

13.

Are employee’s Compensated Time Off hours
maintained within reasonable balances?

X Yes

] No

CONA

Remarks:

14,

Is the commander ensuring emplayees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLLSA) period?

] Yes

CIN/A

Remarks: 46 discrepancies identified.
Refer to Exceptions Form.

15.

Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes

] No

CINA

Remarks:

16.

Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

X Yes

[ No

CIN/A

Remarks:

17.

Are the MARs retained for at least three years and
contain the commander’s signature?

X Yes

] No

O NA

Remarks:

Remarks:
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State of California Business, Transportation and Housing Agency

Memorandum

Date: December 9, 2009

To: Golden Gate Division
Attention: Chief Bridget Lott

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Nimitz Inspection Facility

File No.: 347.9787

Subject: RESPONSE TO COMMAND OVERTIME AND GRANT MANAGEMENT
INSPECTION REPORT

This memorandum is intended to serve as the written response to the command overtime and
grant management inspection report of Golden Gate Division as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree: Measures have been taken to reduce employee’s CTO balances. All leave
balances will be monitored on a monthly basis to prevent any reoccurrence.

Finding 2 — Agree: An area employee was loaned to division on a temporary assignment.

During this assignment, the employee incurred an FLSA overage resulting in paid overtime.
Measures have been taken to prevent this from reoccurring.

Questions regarding this response may be directed to Sergeant John Chia via e-mail at
jchia@chp.ca.gov or by telephone at (510) 794-3658.

f. Latlmer Lieutenant

Commander

Safety, Service, and Security
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command:

COMMAND INSPECTION PROGRAM Nimitz Insp.

Facility

Division: Chapter:

Golden Gate Chapter 6

FXCEPTIONS DOCUMENT Inspected by:

. 4ge 1 of 2

Lt. Jim Fonseca

Date:
11/24/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

[ Yes X No

Chapter Inspection:

TP OF MEPEETION Total hours expended on the [J Corrective Action Plan Included
[ Division Level X Command Level I:sr?ectlon:
ours O Attachments Included
[0 Executive Office Level
Follow-up Required: Forward to:
Due Date:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

Finding #1: #13, Command Overtime. Leave Balance Reports indicated three (3) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 24.63
hours of overtime paid out.

Finding #2: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed one instance of FLSA discrepancies for a total of .18
hours paid at a 2 time rate.

| Commander's Response: X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

CHP 680A (Rev. 02-09) OPI 010



STATE OF CALIFORNIA

Command: Division: Chapter:
DCEBAR;IMNZNXKIFSAFIJ(?NP?S#S#:AE%OG RAM Nim_it_z Insp. Golden Gate Ch?apter 6
FXCEPTIONS DOCUMENT A b

uge 2 of 2 Lt. Jim Fonseca 11/24/2009

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Findings not changed.

Corrective Action Plan/Timeline

Finding #1: Area has taken measures to reduce employee’s CTO banks and monitor leave balances on
a monthly basis. At the present time, all employees leave balances are well within policy.

Finding #2: The FLSA overage involved an employee assigned to Area who was working in division on a
temporary assignment. Measures have been taken to prevent this from reoccurring again.

[[J Employee would fike to discuss this report with ~ f<COMMANDER'S ilGNATURE DATE
the reviewer. \ ' Lj:-
(See HPM 9.1, Chapter 8 for appeal procedures.) E . - IZ.I"I Lbc‘
INSPEQTOR'S SIGNATURE DATE

78 Reviewer discussed this report with /BEVIEMVER'S SIGNATURE DATE

I ude%rgﬁlc?uyree ] Do not concur % j74?‘%%—-— { / / Z-/ /20/ D"
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Page 10f3
STATE OF CALIFORNIA
™"PARTMENT OF CALIFORNIA HIGHWAY PATROL CO_mnr]and: Division: Number:
JMMAND INSPECTION PROGRAM | Nimitz Insp. | Golden Gate | 347

INSPECTION CHECKLIST Eviﬁgfigby- —
Chapter 6 . ' '

Lt. Jim Fonseca 11/24/2009
Command Grant Management Assisted by Date:

Sgt. Steve Perea 11/24/2009

INSTRUCTIONS: Answer individual items with “Yes"” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

[[] Executive Office Level

[J Command Level

|

[] Voluntary Self-Inspection

Lead Inspector's Signature:

K Frpenc t7- 17503

Follow-up Required:

[]Yes

] Follow-up Inspection

X No

Commander's Signature:

Date:

11/24/2009

For applicable policy, refer to: GO 40.6

.. .ce: If a "No” or “NJA” box is checked, the "Remarks” section shall be ut

ilized for explanation.

1.

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

XvYes | [INo

LIN/A

Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

CYes | [JNo

X N/A

Remarks: Area did not submit
any grant proposals.

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

[(dyes | [No

X N/A

Remarks: Completed through
CVS.

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes

CIN/A

Remarks:

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

[J Yes

CIN/A

Remarks: Area did not submit
any grant proposals.

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

X Yes

LIN/A

Remarks: Information
provided by GMU and CVS.

CHP 680P (Rev. 02-09) OPI1 010




STATE OF CALIFORNIA
PTOARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 20f 3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

[ Yes

[ No

X N/A

Remarks: GMU or CVS

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

[ Yes

O No

X N/A

Remarks: GMU or CVS

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

[ Yes

[ No

X N/A

Remarks: GMU or CVS

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

[ Yes

I No

X N/A

Remarks: GMU or CVS

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

I No

LIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

O No

CIN/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

X Yes

O No

CIN/A

Remarks: Routed through
GGD to CVS.

14.

Does every invoice associated with a grant funded
project contain the project number and name?

[ Yes

J No

X N/A

Remarks: GMU or CVS

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

[ Yes

I No

X N/A

Remarks: GMU or CVS

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

[ Yes

O No

X N/A

Remarks: No equipment.

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the foliowing:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

[ Yes

O No

X N/A

Remarks: GMU or CVS

CHP 680P (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
P=BARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 3of3

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

[ Yes

[ No

X N/A

Remarks: GMU or CVS

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budget Act?

[ Yes

[ No

X N/A

Remarks: GMU or CVS

20. Are grant funds being used for their intended
purpose?

X Yes

[J No

CIN/A

Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the funding agency?

[ Yes

[ No

X N/A

Remarks: Completed by
GMU or CVS.

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the funding agency?

[ Yes

[ No

X N/A

Remarks: GMU

Questions 23 through 26 pert:

o the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department’s Highway
Safety Program?

[ Yes

O No

X N/A

Remarks: GMU

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

[ Yes

O No

X N/A

Remarks: GMU

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the project?

[ Yes

[ No

X N/A

Remarks: GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed by GMU?

[ Yes

[ No

X N/A

Remarks: GMU

CHP 680P (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
P~OARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
JMMAND INSPECTION PROGRAM | Nimitz Insp. | Golden Gate | 347
INSPECTION CHECKLIST Faciy bate
Chapter 6 ) ' '
Command Overtime I;sts.i:;zrlyl::onseca ;:té ?4/ 2009
Sqt. Steve Perea 11/24/2009

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level [J Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

one— L7 /3303

Follow-up Required:

[]Yes X No

[J Follow-up Inspection

{ €onimander’s Signature:

Date:

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
~*apter 2, and HPM 10.3, Chapters 24 and 28.

g\ww L\ " 11/24/2009

Note: If a “No” or “N/A" box is checked, the “Remarks” section shall be utilized for explanation.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes

[CJ No

CIN/A

Remarks:

Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes

O No

CIN/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

X Yes

] No

CIN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

X Yes

O No

CIN/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

X Yes

O No

CIN/A

Remarks:

Is “RDO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes

I No

CONA

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes

I No

CIN/A

Remarks:

CHP 680P (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
FTOARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 20f2

Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the
employee worked through their lunch break?

X Yes

[ No

LIN/A

Remarks:

Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

O No

CIN/A

Remarks:

10.

Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s
headquarters?

X Yes

[ No

LIN/A

Remarks:

11.

If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

I No

LIN/A

Remarks:

12.

Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 4157

X Yes

[ No

CIN/A

Remarks:

13.

Are employee’s Compensated Time Off hours
maintained within reasonable balances?

(] Yes

LIN/A

Remarks: Three instances of CTO
converted to paid overtime in past 12
months. Refer to Exceptions form.

14.

Is the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

[J Yes

CIN/A

Remarks: One instance identified.
Refer to Exceptions Form.

15.

Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes

CIN/A

Remarks:

16.

Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

X Yes

I No

LIN/A

Remarks:

17.

Are the MARS retained for at least three years and
contain the commander’s signature?

X Yes

JNo

CIN/A

Remarks:

Remarks:

CHP 680P (Rev. 02-09) OPI 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: December 11, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Marin Area
File No.; 350.12199
Subject: COMMAND LEVEL INSPECTION - CHAPTER 6 - COMMAND GRANT

MANAGEMENT AND COMMAND OVERTIME

On December 3, 2009, Golden Gate Division Inspection Team completed the required 4th
Quarter Chapter 6 - Division Level Inspection of Marin Area’s Area Command Grant
Management and Command Overtime records. The Area Commander, lieutenants, sergeants,
and staff are actively involved in this program and ensure that all Area personnel overtime and
grant overtime record keeping procedures are in place.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. (a) Marin Area will brief personnel on the importance of reviewing their own
schedules to ensure the correct number of days off within each FLSA period. (b) Area will reinstate a
review process during the FLSA period, in order to ensure the correct number of days off have been
taken or are projected. (c) A subsequent follow-up audit will be performed toward the end of the
FLSA period to ensure FLSA overtime does not occur. (d) Changes to schedules will involve a
confirmation that the correct numbers of days off are not impacted by the change. (¢) Sergeants
responsible for scheduling newly assigned Officers will confirm the days off and hours worked in the
Officer’s previous assignment. (f) Officers and Sergeants will be held accountable for instances of
FLSA overtime.

Finding 2 — Agree (a) Marin Area will conduct a monthly review of CTO balances to identify
personnel approaching or at the CTO hours accumulation limit. (b) Personnel will be briefed of the
limit, their balances, and held accountable for overtime hours claimed as CTO, that they are not
authorized to claim. (c) Sergeants will be held accountable for approving CTO time claimed for
personnel who are ineligible to eam it.

Finding 3 — Agree (a) Marin Area Commander will ensure that the OSSI or Attendance Clerk
provides the Monthly Attendance Report for the Commander’s review and approval. (b) The
Commander will arrange for the acting Commander to review and approve the report in the absence of
the Commander.

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OP1 076



Golden Gate Division
Page 2
December 11, 2009

If you have any questions regarding this memorandum please contact Lieutenant D. Raleigh or
Sergeant G. Osuna at (415) 924-1100.

&///////%f?

R J. MOREHEN, Captain
Commander



STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Marin ' Goldén Gate 8

COMMAND INSPECTION PROGRAM e o .

FXCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 e
age 1 0of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OFINSPECTION Total hours expended on the [] Corrective Action Plan Included
Division Level [_] Command Level inspection:
[]E tive Office Level 6.0 ] Attachments Included
xecutive Office Leve
Follow-up Required: Forward to:
[]Yes X No Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

" ~ommand Suggestions for Statewide Improvement:

| Inspector’s Findings: |

Finding #1, Command Overtime: 43 instances of FLSA overages were noted, for a total of 348
hours paid at half time.

Finding #2. Command Overtime: 15 instances of CTO overages were noted, for a total of 54.4
hours paid at overtime rate

Finding #3: Command Overtime: The March 2008, October 2008, December 2008, March 2009
and April 2009 MARs were not signed by command personnel.

[_Commander’s Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL K/‘I’g'r‘?;”d: DGiV(i)ing;n Gate ghapte“
COMMAND INSPECTION PROGRAM InspecI:ted o T
FXCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 12/03/09

. 4ge 2 of 3

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Required Action

Corrective Action Plan/Timeline

#1 (a) Marin Area will brief personnel on the importance of reviewing their own schedules to ensure
the correct number of days off within each FLSA period. (b) Area will reinstate a review process
during the FLSA period, in order to ensure the correct number of days off have been taken or are
projected. (c) A subsequent follow-up audit will be performed toward the end of the FLSA period to
ensure FLSA overtime does not occur. (d) Changes to schedules will involve a confirmation that
the correct number of days off are not impacted by the change. (e) Sergeants responsible for
scheduling newly assigned Officers will confirm the days off and hours worked in the Officer’s
previous assignment. (f) Officers and Sergeants will be held accountable for instances of FLSA
overtime.

#2 (a) Marin Area will conduct a monthly review of CTO balances to identify personnel approaching
or at the CTO hours accumulation limit. (b) Personnel will be briefed of the limit, their balances, and
held accountable for overtime hours claimed as CTO, that they are not authorized to claim. (c)
Sergeants will be held accountable for approving CTO time claimed for personnel who are
ineligible to earn it.

#3 (a) Marin Area Commander will ensure that the OSSI or Attendance Clerk provides the Monthly
Attendance Report for the Commander’s review and approval. (b) The Commander will arrange for
the acting Commander to review and approve the report in the absence of the Commander. (c) The
Commander has reviewed and approved the Monthly Attendance Reports for the periods listed
above, under Inspector’s Findings.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL cl\:;l’g'r?;”d: DGivci)slig;n Gate ghapte"
COMMAND INSPECTION PROGRAM ~ ( Marn__ o
FXCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 12/03/09
4ge 3 of 3
[_] Employee would like to discuss this report with COMMANPER'S SIGIyAFU DATE
the reviewer. ¢ A /47
(See HPM 9.1, Chapter 8 for appeal procedures.)
INSPECTOR’S SIGNATURE DATE
% M A 121 28 [
[a"Reviewer discussed this report with REVIEWFip? SNATURE DATE
employee -
oncur ] Do not concur QS,, . </ j-15 0
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STATE OF CALIFORNIA
FTBARTMENT OF CALIFORNIA HIGHWAY PATROL Comn]and: Division: Number:

JMMAND INSPECTION PROGRAM g/le;rl?db Eolden,ate -

valuated by: :

INSPECTION CHECKLIST Lt. C. M. Childs, #13867 12/03/09
Chapter 6 Assisted by: Date:
Command Overtime Sgt. M. Lehman, D. Silva 12/03/09

INSTRUCTIONS: Answer individual items with “Yes” or “No™ answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

X Division Level [] Command Level Ao
[C] Executive Office Level [ ] Voluntary Self-Inspection
Follow-up Required: mmandsgs/Signature: Date
] Follow-up Inspection //%é/ 12/03/09

[1Yes No

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
~"apter 2, and HPM 10.3, Chapters 24 and 28.

Co
/

Note: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes

[JNo

LIN/A

Remarks:

Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes

] No

[IN/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

X Yes

I No

CIN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

X Yes

] No

LIN/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

X Yes

] No

LIN/A

Remarks:

Is “RDQO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes

[ No

CIN/A

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes

] No

CIN/A

Remarks:

CHP 680P (Rev. 02-09) OPi 010




STATE OF CALIFORNIA
M=PARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 20f2

Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the
employee worked through their lunch break?

X Yes

[INo

LIN/A

Remarks:

Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

[INo

LIN/A

Remarks:

10.

Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s
headquarters?

X Yes

I No

LIN/A

Remarks:

1.

If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

I No

CIN/A

Remarks:

12.

Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 415?

X Yes

I No

LIN/A

Remarks:

13.

Are employee's Compensated Time Off hours
maintained within reasonable balances?

[] Yes

X No

I N/A

Remarks: 15 instances of CTO
overages were noted, resulting in
54.4 hours of paid overtime

14.

Is the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

(] Yes

X No

CIN/A

Remarks: 43 instances of FLSA hour
overages were noted, resulting in 348
hours paid at half time rate

15.

Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes

I No

LIN/A

Remarks:

16.

Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

X Yes

[d No

CIN/A

Remarks:

17.

Are the MARs retained for at least three years and
contain the commander's signature?

] Yes

Xl No

LIN/A

Remarks: Five MARs were not signed
by command personnel in the last 12
months
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STATE OF CALIFORNIA

NEPARTMENT OF CALIFORNIA HIGHWAY PATROL Comrr]and: Division: Number:;
DMMAND INSPECTION PROGRAM 'E\/Ielmydb S —
valuated by: ]
INSPECTION CHECKLIST Lt. C.M. Childs, #1867 12/03/09
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. M. Lehman, D. Silva 12/03/09

Page 10f3

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
X Division Level [C] Command Level

[ Executive Office Level ] Voluntary Self-Inspection

Lead Inspector's Signature:

(Jdu bt

Follow-up Required:

[ ]Yes X No

[] Follow-up Inspection

For applicable policy, refer to: GO 40.6

CommandergRignature: , / Date:
4 7 il

/ / i 12/03/09

V4

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

K Yes | [JNo

-: If a "No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.
1

LIN/A

Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

(dYes | [JNo

X N/A

Remarks: Marin Area did not
apply for any grants in the last
year.

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

[(JYes | []No

X N/A

Remarks:
Same as Question #2

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

[DYes | [JNo

D N/A

Remarks:
Same as Question #2

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

[dYes | []No

X N/A

Remarks:
Same as Question #2

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

[OdYes | [INo

N/A

Remarks:

CHP 680P (Rev. 02-09) OP! 010




STATE OF CALIFORNIA
FTBARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

] Yes

I No

X N/A

Remarks:
Same as Question #2

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

[] Yes

I No

XI N/A

Remarks:
Same as Question #2

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

[J Yes

[INo

X N/A

Remarks:
Same as Question #2

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

] Yes

I No

X N/A

Remarks:
Same as Question #2

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

[ No

LIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[INo

CIN/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

X Yes

[CINo

LIN/A

Remarks:

14.

Does every invoice associated with a grant funded
project contain the project number and name?

] Yes

I No

X N/A

Remarks:
Same as Question #2

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257?

[ Yes

1 No

X N/A

Remarks:
Same as Question #2

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

] No

LIN/A

Remarks:

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor’s office prior to submission to the
appropriate federal authority?

This would include any of the following:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

o Applications for federal funds which exceed
the amount specified in the budget.

[1Yes

] No

X N/A

Remarks:
Same as Question #2

CHP 680P (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
FTPARTMENT OF CALIFORNIA HIGHWAY PATROL

. JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State (dYes | [ONo | XIN/A Ee”l’iirskf; o
Clearinghouse for all approved unbudgeted grant PP
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met _
the criteria for legislative notification set forth in [(1Yes | [ONo | XIN/A Esg?iaez(fé oy
Control Section 28.00 of the annual Budget Act?

20. Are grant funds being used for their intended .
purpose? X Yes | [ONo | CJN/A | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed CYes | [ONo | XIN/A ienl‘iae"skfé GMU
through the Commercial Vehicle Section before they PP
are submitted to the funding agency?

22. Are grant applications related to the Homeland .
Security Grant Program being routed through the dyes | [CONo | XIN/A iem.arks'
; ; pplies to GMU
Emergency Operations Section before they are
submitted to the funding agency?

Questions 23:through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | []Yes | [ INo | [X] N/A | Remarks:
soliciting participation in the Department's Highway Applies to GMU
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | [] Yes [CINo | [XI N/A | Remarks:
Division to Assistant Commissioner, Field, and Applies to GMU
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, JYes | [JNo | [XIN/A | Remarks:
to all commands with responsibility for or that have Applies to GMU
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of ] Yes [ INo | [XIN/A | Remarks:
each command prepared and distributed by GMU? Applies to GMU

CHP 680P (Rev. 02-09) OPI 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: December 23, 2009
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Santa Rosa Area
File No.: 360.9763.14406

Subject: CHAPTER 6 INSPECTION

On December 3, 2009, Lt. Chris Childs, #13867, Sgt. Mike Lehman, #16422, and
AGPA Dee Silva, #A8970, conducted a Division Level Chapter 6 Inspection of the
Santa Rosa Area. The Inspection Team conducted a pre-inspection interview with
Captain Young of the Santa Rosa Area in which the methodology for the inspection was
explained. All inspected items were noted on the CHP 680P, Checklist for Command
Overtime and Command Grant Management. The CHP 680A, Exceptions Document
was utilized to document two separate findings needing Corrective Action. Additionally,
the Santa Rosa Area utilized the 680A to document its Corrective Action Plan and
timeframes.

The Inspection Team was extremely knowledgeable regarding the inspection process
and was able to effectively relay all needed information. Please contact Sergeant
Robert Mota or Lt. Eric Rozenoff if you have any further questions.

/%_/("C-‘Cg.
K. R. YOUQ?T/
Command

Safety, Service, and Security
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM | SantaRosa | Golden Gate 16 ‘

Command: Division: Chapter: __‘

Inspected by:
=XCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 1210372000

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the X Corrective Action Plan Included
X Division Level [] Command Level inspection:
6.0 [ ] Attachments Included
[ ] Executive Office Level
D - TFowardto: - o ]

Follow-up Requ1red

l:]Yes _ &No

Due Date: 12/31/2009

LG % -‘,4; .-; A :1‘"

i Inspectors Comments Regardmg Innovative Pract|ces:

| Command Suggestions for Statewide Improvement:

N/A

[ Inspector's Findings:

Finding # 1. Command Overtime: 32 instances of CTO exceeding leave balance maximum were noted,
resulting in 190.2 hours paid at an overtime rate.

Finding #2: Command Overtime: 50 instances of FLSA overages were noted, resulting in 323 hours
paid at a half time rate.

' Commander s"Response [ Concur or [] Do Not Concur (Do Not Concur shall document basis for response)

| concur with both Findings by the Inspection Team....

_Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

N/A
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ggé;i?nigrﬁ#gggiﬁmmm HIGHWAY PATROL _%E‘ﬁ”‘ta"dR _ DGi"IfSI_';" o ghgp—faf— -
COMMAND INSPECTION PROGRAM Iﬁf-ﬂs-g-e?aé%fgy__--__0_9_”_29_ e
=XCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 12/03/2000

pid R SR B By
I ReEuIred Action

' Corrective Action Plan/Timeline

ALL CORRECTIVE ACTION PLAN CONTROL MEASURES WILL BE IMPLEMENTED IMMEDIATELY

Finding # 1: Command Overtime: 32 instances of CTO exceeding leave balance maximum were
noted, resulting in 190.2 hours paid at an overtime rate.

The Santa Rosa Area concurs with this finding and will correct this issue by implementing several
control measures:

1). A briefing item will be developed immediately and placed in the Shift Daily Briefing Book reminding
all Officers and Sergeants that Exceeding CTO Leave Balance Maximums is not acceptable.
Additionally, the Briefing Item will educate uniformed personnel that exceeding Maximum CTO Balances
causes the excess hours to immediately convert to Paid Overtime.

2). All violations of this briefing item will be closely scrutinized by the shift supervisor.

3). Area will identify all uniformed employees with Maximum CTO Leave Balances and require the
reduction of CTO time banks, when the opportunity arises, per Bargaining Unit 5 MOU.

4). Managerial/Supervisory Staff will monitor the MIS Pay Reports for any CTO to Paid Overtime
conversion incidents.

Finding #2: Command Overtime: 50 instances of FLSA overages were noted, resulting in 323
hours paid at a half time rate.

The Santa Rosa Area concurs with this finding and will correct this issue by implementing several
control measures:

1). Increased Managerial/Supervisory oversight of quarterly scheduling to ensure that Uniformed
Personnel are working there scheduled days/hours during the 28 day FLSA period. (For Example,
working twelve 12 hour days and two 8 hour days within FLSA period).

2). Managerial/Supervisory Verification that the Santa Rosa Area 415 Clerk and Alternate is ensuring
that all uniformed personnel are modifying the 415 system to indicate that they have worked the required
two 8 hour days during the FLSA Period.

o). Documentation and appropriate action will be taken against repeat offenders who do not comply with
FLSA / CTO control measures.

CHP 680A (Rev 02-09) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

CONMMAND INSPECTION PROGRAM

Command:
Santa Rosa

Division:

Chapter:

Golden Gate 6

inspected by: Date
-
XCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 1210312000
v age 30of 3
"'[J Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE ]

the reviewer. o 6. i e
__ (See HPM 9.1, Chapter 8 for appeal procedures.) _/_ i‘:_ < o e _B_TY fz'/‘z’? /_37

INSPECTOR'S SIGNATURE .~ / éj;;/ DATE
4 /2 2

AP I QWY SN/ /20 (27
C@eviewer discussed this report with REVI Si DATE

mployee _

("] Do not concur <\ * [/5~/e

Concur

CHP 680A (Rev 02-09) OPI 010
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STATE OF CALIFORNIA

"PARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
_OMMAND INSPECTION PROGRAM galnttaﬁosa e -
valuate Y. ate.
INSPECTION CHECKLIST Lt. C.M. Childs, #13867 12/03/09
Chapter 6 . Assisted by: Date:
Command Overtime Sgt. M. Lehman, D. Silva 12/03/09

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

X Division Level [ ] Command Level
[] Executive Office Level [] Voluntary Self-Inspection - o
FO”OW—Up Required: Commander's Signature: Date
[] Follow-up Inspection - /42‘13/09
For applicable policies, refer to HPM 11.1, Chapter 6, /
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,

“hapter 2, and HPM 10.3, Chapters 24 and 28.

"Note: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. Is the hiring company/agency for reimbursable
overtime being held responsible for paying a X Yes | (ONo |[IN/A | Remarks:
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

2. Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation X Yes | [INo |[IN/A
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

Remarks:

3. Arereimbursable special project codes being used
for all overtime associated with reimbursable special | [X Yes | [ No | [ N/A | Remarks:
projects? | N (S |

4. Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of X Yes | [ONo |[]N/A |Remarks:
Overtime Hours for Reimbursable Special Projects?

5. Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other Yes | [JNo |[JN/A | Remarks:
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

6. Is "RDO" being written in the “Notes” section of the _
CHP 415, Daly Field Record, for overtime worked on | X Yes | [JNo | []N/A | Remarks:
a regular day off?

7. s there a CHP 90, Report of Court Appearance - _
Civil Action, completed for each officer or sergeant X Yes | [INo |[JN/A | Remarks:
when overtime is associated for civil court?

CHP 680P (Rev 02-09) OP| 010



STATE OF CALIFORNIA
"PARTMENT OF CALIFORNIA HIGHWAY PATROL

-OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 2 0of 2

8. Do the CHP 415s with overtime indicate the

employee’s lunch period or indicate “None” if the X Yes | [ONo |[JN/A | Remarks.
| employee worked through their lunch break?

9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes | [JNo |[JN/A | Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s X Yes | [ONo |[JN/A | Remarks:

__ headquarters? |

11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was Yes | [JNo | []N/A | Remarks:
provided excluded from the CHP 415 of the
counselor? [ | E— -

12. Is the “Notes" section on side two of the CHP 415
used to explain any overtime listed on side one ofthe | X Yes | [[JNo | []N/A | Remarks:

__CHP 4157 . |

13. Are employee’s Compensated Time Off hours Remarks: 32 instances were noted

maintained within reasonable balances? [JYes | XINo |[JN/A whith resulted i 190.2 hours paid at
B overtime rate

14. Is the commander ensuring employees are not ,
incurring overtime due to working over the allotted CDYes | XINo | [INA Sﬁi’gﬁrr';ss‘u?gé"f;%”zcseig’:er;e ’;‘i’ée;
number of hours for any given Fair Labor Standards half time P
Act (FLSA) period?

15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in X Yes | [ONo |[JN/A | Remarks:
them working more than 16.5 hours in a 24 hour
period?

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes | (ONo |[JN/A | Remarks:

17. Are the MARSs retained for at least three years and
contain the commander’s signature? X Yes | [ONo |[JN/A | Remarks:

CHP 680P (Rev 02-09) OP1 010
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STATE OF CALIFORNIA B

“PARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number
_OMMAND INSPECTION PROGRAM ESalnttadljosa Golden Gate -

valuate y: atle:

INSPECTION CHECKLIST Lt. C. M. Childs, #13867 12/03/09
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. M. Lehman, D. Silva 12/03/09

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked andﬁnly deficie_lt itgms ngeg to be re-inspected.

TYPE OF INSPECTION

X Division Level [ ] Command Level

] Voluntary Self-Inspection

Lead Inspector's Signature:

[] Executive Office Level

Follow-up Required:

[ ]Yes X] No

For applicable policy, refer to: GO 40.6

[] Follow-up Inspection

| Date.

12/03/09

..ote: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the

~__appropriate assistant commissioner?

X Yes

] No

LIN/A

Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program

___implementations? S —

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration”?

Remarks: Santa Rosa Area
did not apply for any grants

Remarks: Same as question
#2

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
~_Unit (GMU)?

1 No

Remarks: Same as question
#2

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when

preparing concept paper budgets?

[]No

Remarks: Same as question
#2
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STATE OF CALIFORNIA
" TPARTMENT OF CALIFORNIA HIGHWAY PATROL

IMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f 3

7. s supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

[]VYes

I No

DX N/A

Remarks:
Same as question #2

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

[]Yes

1 No

D N/A

Remarks: Same as question
#2

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

[]Yes

[1No

D N/A

Remarks: Same as question
#2

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
_exception of personnel costs?

- 11. Are guarterly progress reports forwarded though
channels to GMU in accordance with the instructions

~___contained in the associated project MOU?

12. Are all requirements of the grant agreement and
MOU being met?

with the funding agency and departmental
requirements upon the termination of the grant
__project?

13. Is a final project report belng prepared in accordance

[]Yes

X Yes

X Yes

X Yes

Remarks: Same as question #2

Remarks:

Remarks:

Remarks:

14, Does every invoice associated with a grant funded
project contain the project number and name?

[ Yes

X N/A

Remarks: Same as question #2

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

[]Yes

[1No

X N/A

Remarks: Same as question #2

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

Yes

[ ] No

L1 N/A

Remarks:

17. Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

o Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed

~the amount specified in the budget.

[]VYes

I No

D N/A

Remarks: Same as question #2

CHP 680P (Rev 02-09) OP1 010



STATE OF CALIFORNIA
" TPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance? |
19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in

Control Section 28.00 of the annual Budget Act?

[]Yes

X N/A

[]Yes

X N/A

20. Are g?ant funds being used for their intended
purpose?

X Yes

L] N/A

Page 3of3

Remarks: Applies to GMU

Remarks: Applies to GMU

Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the funding agency?

S

[]Yes

INo

N/A

Remarks: Applies to GMU

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the funding agency?

[]VYes

[JNo

N/A

Remarks: Applies to GMU

Questions 23 through 26 pertain to the Grants Managemen

t Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department’s Highway
Safety Program?

to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the project?

24, Did GMU send the concept paper as an attachment |

| 25. Did GMU route copies of the Draft Graan&ee_rﬂe'nt_ 1

[] Yes

[ ] Yes

(] Yes

Remarks: Applies to GMU

Remarks: Applies to GMU

Remarks: Applies to GMU

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of

[]Yes

each command prepared and distributed by GMU?

Remarks: Applies to GMU

CHP 680P (Rev 02-09) OP| 010



State of California Business, Transportation and Housing Agency

Memorandum

Date:

To:

From:

File No.:

Subject:

December 13, 2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Solano Area

365.14402

RESPONSE TO DRAFT COMMAND RECRUITMENT AND APPLICATIONS
PROCESS INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft Command Overtime
and Grant Management inspection report by Golden Gate Division as required.

All findings by the inspection team were minor in nature and have been immediately addressed
and resolved at the Area. No follow-up is required.

Questions regarding this response may be directed to Lieutenant Zachary Johnson at
(707) 428-2100.

= PRUPRETY

S. K. WARD, Captain

Commander

Safety, Service, and Security
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Solano' Goldén Gate 6

COMMAND INSPECTION PROGRAM nspecied by Do
EXCEPTIONS DOCUMENT Lt. C. Childs, #13867 11/1/09 |l

«ge 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

Al dheh Total hours expended on the (X Corrective Action Plan Included
X] Division Level [] Command Level inspection:
[] Executive Office Level [ ] Attachments Included
xecutive Office Leve
Follow-up Required: Forward to:
[]Yes Xl No Due Date:

Chapter Inspection:

nspector's Comments Regarding Innovative Practices:

\ Command Suggestions for Statewide Improvement: T _'

| Inspector’s Findings:

During the inspection, the following discrepancies were noted:

Finding #1 (question #13, Command Overtime): 2 months showed CTO hours rolled over to paid
overtime, resulting in 46.5 hours paid

Finding #2 (question #13, Command Overtime): 33 Instances of FLSA overages resulting in 256 paid
hours

Finding #3 (question #17, Command Overtime): The March 2009 Monthly Attendance Report was not
signed by a member of the command staff.

| Commander’'s Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |

CHP 680A (Rev 02-09) OPI 010



SllAEECs Lol Command. " | Division: I Chapléf: l
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Solano Goldén Gate 6

COMMAND INSPECTION PROGRAM e e T |
EXCEPTIONS DOCUMENT | Lt. C. Childs, #13867 | 11119409 ]

age 2 0of 2

ﬁgpect_or’s Comments: Shall address non concurrence by commander (e.g., findings revised, findi.r-wg—su_nchanged, ‘
etc.) .

Required Action

Corrective Action Plan/Timeline

Effective Immediately: 7

Area will ensure that all Monthly Attendance Reports are reviewed and signed by a member Area
management.

Area will continue to aggressively monitor all FLSA hours and pay close attention to officers who transfer
~ "o the Area and/or change from an alternate work week due to injury/limited duty status, etc.

Area managers and supervisors will require all employees to maintain their CTO balances at a
reasonable amount below maximum.

[ ] Employee would like to discuss this report with COMMANDER'S SIGNATURE \ DATE ]
the reviewer. v 7= \
(See HPM 9.1, Chapter 8 for appeal procedures.) ~ P L Y 1\,_1\ OA ;4 = \4) 13\\Cl
"INSPECTOR'S SIGNATURE DATE !
11/19/2009
[jReviewer discussed this report with ' REVS@GNAT DATE
employee _ A
oncur [ Do not concur A s \Q | _/”/) /0

CHP B80A (Rev 02-09) OP1010
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
JMMAND INSPECTION PROGRAM SO.'a?Sb C= e ;‘“j
valuate: y: ate:
'c';‘:]z': tEr(:6T'°N CHECKLIST Lt. C. Childs, #13867 11/19/2009
i B Date:
Command Grant Management gsgts_tel(\j/,b_yl_ehman’ D. Silva 11a/$9/2009

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

] Division Level [ ] Command Level 22 /«%«

[ ] Executive Office Level ] Voluntary Self-Inspection

i : C der's Signature: Date:
FO”OW-Up Requn‘ed_ omman(ers ignature e

[] Follow-up Inspection -' 11/19/2009
[ ]Yes No SM”\ S —Q—,/zz,q
{

For applicable policy, refer to: GO 40.6

.e: If a “No” or “N/A" box is checked, the “Remarks” section shall be utilized for explanation.

1. If the commander became aware that another
agency or organization is proposing or has submitted | [X] Yes | [[]No | [] N/A | Remarks:
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities [lyes | [INo N/A | Remarks: Solano Area did not
for the purpose of conducting inventories, need and apply for a grant in the last 12
engineering studies, system development or program months
implementations?

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs [lyes | [JNo | X N/A | Remarks: Same as #2
identified by the National Highway Traffic Safety
Administration?

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for | [X] Yes | [[INo | [ N/A | Remarks:
non-reimbursable overtime expenditures?

5. Are concept papers regarding grant funding
submitted through channels to Grants Management (] Yes [ ] No X N/A | Remarks: Same as #2
Unit (GMU)?

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when [JYes | [ONo | [XIN/A | Remarks: Same as #2
preparing concept paper budgets?

CHP 680P (Rev. 02-09) OP| 010



STATE OF CALIFORNIA
NFPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

] Yes

1 No

N/A

Remarks: Same as #2

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

] Yes

[ INo

D N/A

Remarks: Same as #2

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

] Yes

[ INo

B N/A

Remarks: Same as #2

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

[ ] Yes

[ ] No

X N/A

Remarks: Same as #2

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

[INo

LI N/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[ ]No

L] N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

] Yes

[1No

< N/A

Remarks: Same as #2

14.

Does every invoice associated with a grant funded
project contain the project number and name?

X Yes

] No

CINA

Remarks:

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

] Yes

[ INo

X N/A

Remarks: Same as #2

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

[JNo

LIN/A

Remarks:

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount spegcified in the budget.

] Yes

[INo

N/A

Remarks: Same as #2

CHP 680P (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State [JYes | [ONo | XIN/A | Remarks: Same as #2
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in []Yes [ ]No
Control Section 28.00 of the annual Budget Act?

[X] N/JA | Remarks: Same as #2

20. Are grant funds being used for their intended )
purpose? X Yes | [INo |[JN/A | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed vYes | [ONo | [XIN/A | Remarks: Same as #2
through the Commercial Vehicle Section before they
are submitted to the funding agency? L

22. Are grant applications related to the Homeland
Security Grant Program being routed through the [1Yes | [JNo |[XN/A | Remarks: Same as #2
Emergency Operations Section before they are
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | []Yes | [INo | [X]IN/A | Remarks: Same as #2
soliciting participation in the Department's Highway
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | [ ] Yes [1No | [XIN/A | Remarks: Same as #2
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [(DYes | [INo |[X N/A | Remarks: Same as #2
to all commands with responsibility for or that have
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [(JYes | [INo | [XIN/A | Remarks: Same as #2
each command prepared and distributed by GMU?

CHP 680P (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
DFPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
JMMAND INSPECTION PROGRAM §°.'a?i?b i ff
valuated by: ate:
INSPECTION CHECKLIST Lt. C. Childs, #13867 11/19/2009
Chapter 6 Assisted by: Date:
Command Overtime Sgt. M. Lehman, D. Silva 11/19/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next levet of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

IX] Division Level [] Command Level 2;

[] Executive Office Level [ ] Voluntary Self-Inspection

Follow-up Required: Commander's Signature: Date:
[] Follow-up Inspection E ﬁ : ‘P'. 11/19/2009
[ ]Yes X No 2~

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
Chapter 2, and HPM 10.3, Chapters 24 and 28.

| Note: If a"No” or "N/A" box is .checked, the “Remarks” section shall be utilized for explanation.

1. Is the hiring company/agency for reimbursable
overtime being held responsible for paying a K Yes | [(INo |[JN/A
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

Remarks:

2. Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation Yes | [ONo |[JN/A | Remarks:
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

3. Are reimbursable special project codes being used _
for all overtime associated with reimbursable special Yes | [ONo |[JN/A | Remarks:
projects?

4. |s the commander ensuring nonuniformed personnel _
overtime hours are not reflected on the Report of I Yes | [ONo | [JN/A | Remarks:
Overtime Hours for Reimbursable Special Projects?

5. Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other | X Yes | [JNo | []N/A | Remarks:
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

6. Is “RDO” being written in the “Notes” section of the .
CHP 415, Daly Field Record, for overtime worked on | [X] Yes | [JNo | []N/A | Remarks:
a regular day off?

7. |s there a CHP 90, Report of Court Appearance - _
Civil Action, completed for each officer or sergeant X Yes | [ONo | [IN/A | Remarks:
when overtime is associated for civil court?
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STATE OF CALIFORNIA
DFPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 20f2

Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None" if the
employee worked through their lunch break?

X Yes

1 No

LIN/A

Remarks:

Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

] No

LI N/A

Remarks:

10.

Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s
headquarters?

X Yes

] No

LIN/A

Remarks:

11.

If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

] No

LIN/A

Remarks:

12.

Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 4157

X Yes

1 No

LIN/A

Remarks:

13.

Are employee’'s Compensated Time Off hours
maintained within reasonable balances?

] Yes

X No

LIN/A

Remarks: During two pay periods,
46.5 hours were converted to payed
overtime

14.

Is the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

] Yes

X No

LIN/A

Remarks: 33 Instances for 256 hours
paid during the 13-pay periods

15.

Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

< Yes

[ INo

LI N/A

Remarks:

16.

Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

X Yes

[ No

LIN/A

Remarks:

17.

Are the MARSs retained for at least three years and
contain the commander’s signature?

X Yes

] No

LIN/A

Remarks: The March 2009 MAR
wasn't signed by Solano Area
Management
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State of California Business, Transportation and Housing Agency

Memorandum

Date:

To:

From:

File No.:

Subject:

December 10, 2009

Golden Gate Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Cordelia Inspection Facility

366.11076

RESPONSE TO DRAFT COMMAND OVERTIME INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft command overtime
mspection report of Cordelia Inspection Facility dated November 19, 2009.

FINDINGS REQUIRING FOLLOW UP:

There were no findings requiring follow up.

M. A. FERRELL, Lie

Commander

utenant

Safety, Service, and Security
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL EoImMmaAngs L S
COMMAND INSPECTION PROGRAM | Sordelia[F | Golden Gate L6
FXCEPTIONS DOCUMENT Lt. C. Childs, #13867 11719/09

v dge 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [ ] Corrective Action Plan Included

[X) Division Level [] Command Level | nspection:

[] Attachments Included

[] Executive Office Level 70
Follow-up Required: Forward to:
] Yes <] No Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

Develop a real-time report of FLSA balances for each employee using the automated 415 system.

| Inspector's Findings: |

It is clear the Cordelia Inspection Facility has had 12-hour shifts for some time now. Their scheduling,
tracking and monitoring or 12-hour shifts is ahead of many areas.

During the inspection, the following discrepancies were noted:

Finding #1 (question #13, Command Overtime): 5 instances of CTO hours rolled over to paid overtime,
resulting in 25.65 hours paid

Finding #2 (question #13, Command Overtime): 5 Instances of FLSA overages resulting in 9 paid hours

CHP 880A {Rev. 02-09) OPI 010



STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cordeli-a IF Goldén Gate 6
COMMAND INSPECTION PROGRAM b -
FXCEPTIONS DOCUMENT Lt. C. Childs, #13867 11/19/09
. 4ge 2 of 2

| Commander’s Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) }

Finding #1: Agree. Employees nearing their CTO cap, are required to 1) closely monitor their balance,
2) meet with the time keeper to ensure there is a complete understanding of their balance and possible
accumulation during the period, and 3) to develop a usage plan, if applicable. Additionally, the time
keeper and the commander review balances each month.

Finding #2: Agree. FLSA takes constant monitoring. We have implemented a computerized master
schedule (Excel spreadsheet) that provides the Area with a real-time balance of hours worked in the
FLSA period to prevent overages. If the user makes an entry that causes the balance to exceed 170.5
hours, the balance is flagged in red and no update can be made. Additionally, the time keeper is
required to review each officer’'s current and projected FLSA balance at mid-FLSA period with the
scheduling supervisor. If there are any anticipated overages, the scheduling supervisor takes necessary
action to prevent them.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Required Action

Corrective Action Plan/Timeline

[_] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. P o O
(See HPM 9.1, Chapter 8 for appeal procedures.) (d- ( NVEMEKL A \O- O &
INSPECTOR S SIGNATURE DATE
/ /{ 11/19/2009
e 5 12) 17 /09
JB‘\Reviewer discussed this report with REVIEWE BI?W«L \ DATE
mployee f W B
Concur [1 Do not concur / /> /D
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STATE OF CALIFORNIA
"7 PARTMENT OF CALIFORNIA HIGHWAY PATROL

. JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6

Command Grant Management

Page 10f3
Command: Division: Number:
Cordelia IF Golden Gate 366
Evaluated by: Date:
Lt. C. Childs, #13867 11/19/2009
Assisted by: Date:
Sgt. M. Lehman, D. Silva 11/19/2009

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X] Division Level

[] Executive Office Level

[] Command Level

[ ] Voluntary Self-Inspection

Lead Inspector’s Signature:

(s

Follow-up Required:

[ ]Yes

[] Follow-up Inspection

X No

Commander’s Signature:

Date:

11/19/2009

For applicable policy, refer to: GO 40.6

.e: If a"No" or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1.

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes

1 No

L1 N/A

Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

] Yes

[INo

X N/A

Remarks: Cordelia IF did not
apply for a grant in the last 12
months

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

] Yes

1 No

X N/A

Remarks: Same as #2

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes

[OINo

L1 N/A

Remarks:

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

] Yes

1 No

X N/A

Remarks: Same as #2

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

] Yes

1 No

N/A

Remarks: Same as #2
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STATE OF CALIFORNIA
TT2ARTMENT OF CALIFORNIA HIGHWAY PATROL

. JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit”?

[ Yes

1 No

X N/A

Remarks: Same as #2

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

[]Yes

1 No

DI N/A

Remarks: Same as #2

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

] Yes

[INo

X N/A

Remarks: Same as #2

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

] Yes

1 No

X N/A

Remarks: Same as #2

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

I No

CIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[ INo

LIN/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

[]Yes

1 No

X N/A

Remarks: Same as #2

14.

Does every invoice associated with a grant funded
project contain the project number and name?

X Yes

1 No

CIN/A

Remarks:

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

] Yes

I No

X N/A

Remarks: Same as #2

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

] No

LIN/A

Remarks:

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor’s office prior to submission to the
appropriate federal authority?

This would include any of the following:

* Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

] Yes

[INo

X N/A

Remarks: Same as #2
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STATE OF CALIFORNIA
TTPARTMENT OF CALIFORNIA HIGHWAY PATROL

. JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6

Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State CdYes | [JNo |[[XIN/A | Remarks: Same as #2
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in (OYes | [ONo | [XIN/A | Remarks: Same as #2
Control Section 28.00 of the annual Budget Act?

20. Are grant funds being used for their intended _
purpose? X Yes | [INo |[JN/A | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed (OYes | [ONo | [XIN/A | Remarks: Same as #2
through the Commercial Vehicle Section before they
are submitted to the funding agency?

22. Are grant applications related to the Homeland
Security Grant Program being routed through the [(dYes | [INo |[XIN/A | Remarks: Same as #2
Emergency Operations Section before they are
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | [JYes | [JNo | [XI N/A | Remarks: Same as #2
soliciting participation in the Department’s Highway
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | [ ] Yes [ [JNo | [XI N/A | Remarks: Same as #2
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [(IYes | [INo | XIN/A | Remarks: Same as #2
to all commands with responsibility for or that have
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [JYes | [INo | [XIN/A | Remarks: Same as #2
each command prepared and distributed by GMU?
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STATE OF CALIFORNIA
TTRARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
JMMAND INSPECTION PROGRAM | Cordelia IF il el 308

Evaluated by: Date:
INSPECTION CHECKLIST Lt. C. Childs, #13867 11/19/2009
Chapter 6 Assisted by: Date:
Command Overtime Sgt. M. Lehman, D. Silva 11/19/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

R/

TYPE OF INSPECTION

X Division Level ] Command Level

[ ] Executive Office Level [ | Voluntary Self-Inspection

Commander's Signature: Date:

o Dt S

Follow-up Required:

[ ]Yes X No

] Follow-up Inspection 11/19/2009

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
~*apter 2, and HPM 10.3, Chapters 24 and 28.

Note: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. Is the hiring company/agency for reimbursable
|Z Yes D No Remarks:

overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

L1 N/A

2. Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

Remarks:

X Yes | [No |[JNA

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

Remarks:

XYes | [(ONo |[INA

4. Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

Remarks:

MXvYes | [(OINo |[JN/A

5. s the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

Remarks:

I N/A

X Yes | [INo

6. Is “RDO" being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

Remarks:

XYes | [ONo | [JN/A

7. s there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

Remarks:

XYes | [(ONo |[JNA

CHP 680P (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
™ "PARTMENT OF CALIFORNIA HIGHWAY PATROL

- JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6

Command Overtime

Page 20f2

8. Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the
employee worked through their lunch break?

X Yes

[JNo

CIN/A

Remarks:

9. Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

] No

L1 N/A

Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s
headquarters?

X Yes

I No

CIN/A

Remarks:

11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

1 No

LIN/A

Remarks:

12. Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 4157

X Yes

I No

L] N/A

Remarks:

13. Are employee’s Compensated Time Off hours
maintained within reasonable balances?

] Yes

X No

LIN/A

Remarks: 5 instances for 25.65 hours
were noted over 13-pay periods

14. Is the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

[] Yes

X No

LIN/A

Remarks: 5 Instances for 9 hours
paid

15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes

[INo

CIN/A

Remarks:

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

X Yes

[J No

LI N/A

Remarks:

17. Are the MARs retained for at least three years and
contain the commander’s signature?

Xl Yes

] No

LIN/A

Remarks:

CHP 680P (Rev. 02-089) OPI1 010
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State of California Business, Transportation and Housing Agency

Memorandum

Date: November 30, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Oakland Area

File No.: 370.12322

Subject: RESPONSE TO OAKLAND AREA COMMAND OVERTIME INSPECTION
REPORT

This memorandum is intended to serve as the written response to the draft Command Overtime
inspection report for the Oakland Area.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. Area management and supervisors will continue to monitor employees’
CTO hours to ensure balances are maintained at reasonable levels to avoid the conversion to paid
overtime. A server directory has been created to maintain electronic versions of the current CTO
balances; the directory is accessible by Area managers and supervisors.

Finding 2 — Partially Agree. Oakland Area management does in fact critically review and
approve all shift schedules, “ensuring employees are not incurring overtime due to working over
the allotted number of hours for any given FLSA period.” The Oakland Area scheduling
sergeants utilize Excel spreadsheets to track hours during FLSA periods when preparing monthly
assignments. The shift spreadsheets have formulas to calculate the work hours for sergeants and
officers during each FLSA period, so as not to exceed the maximum allowable hours. However,
a thorough review by Area management has revealed that modifications to approved schedules
and/or late/improper data entries have inadvertently resulted in the identified FLSA
discrepancies. Area management and sergeants will continue to monitor timekeeping records,
schedules, and shift modifications in an effort to avoid employees incurring excess FLSA hours.

This will serve as a final report and no quarterly updates will be necessary. Questions regarding
this response may be directed to Lieutenant B. J. Whitten or me at (510) 450-3821.

—+ Ri
D. E. MORRELL, Captain
Commander

Safety, Service, and Security
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DEPARTMENT OF GALIFORNIA HIGHWAY PATROL 8’m{(”|a”d: q g\lislkc)jr;n Gat gliger:ter 5
COMMAND INSPECTION PROGRAM o by ¢ e ohap
EXCEPTIONS DOCUMENT Lt. Jim Fonseca 11/19/2009

F_.ge1of4

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
] Division Level X Command Level 235p<;ct|on:
-2 hours [] Attachments Included
[] Executive Office Level
Forward to:

Follow-up Required:

[]Yes

Chapter Inspection:

Due Date:

X No

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement: |

None

| Inspector’s Findings: ]

Finding #1: #13, Command Overtime. Leave Balance Reports indicated fifteen (15) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 165.17
hours of overtime paid out.

Finding #2: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed 185 instances of FLSA discrepancies for a total of 922
(2 time) overtime hours paid.

| Commander’s Response: [X] Concur or [] Do Not Concur (Do Not Concur shall document basis for response) ]

Finding #1: Agree. Oakland Area management routinely monitors the CTO balances of sergeants and
officers. Employees with high balances who regularly accumulate CTO are directed to use an
appropriate amount of CTO to preclude the conversion of those hours to paid overtime. However, with
the 12-hour shift alternate work week (AWW) program, personnel are not allowed to take discretionary
days off except under “extraordinary circumstances.” Consequently, supervisors are more reluctant to
grant such requests, without prior knowledge of CTO balances. A server directory has been created to
maintain, by month, electronic versions of CTO balances; the directory is accessible by Area managers,
€ zrvisors, and appropriate support staff. Area management and supervisors will continue to monitor
C1 0 hours to ensure balances are maintained at reasonable levels to avoid incidents in the future.

CHP 680A (Rev. 02-09) OPI 010
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COMMAND INSPECTION PROGRAM =558 al =1ap
EXCEPTIONS DOCUMENT Lt. Jim Fonseca 11/19/2009
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Finding #2: Partially Agree. Oakland Area management does in fact critically review and approve all
shift schedules, “ensuring employees are not incurring overtime due to working over the allotted number
of hours for any given FLSA period.” The Oakland Area scheduling sergeants utilize Excel
spreadsheets to track hours during FLSA periods when preparing monthly assignments. The shift
spreadsheets have formulas to calculate the work hours for sergeants and officers during each FLSA
period, so as not to exceed 170 hours. A thorough review of the identified discrepancies by Area
management has revealed that modifications to approved schedules and/or late/improper data entries
have inadvertently resulted in the FLSA errors.

For example, after every Academy graduation, several newly-appointed officers are assigned to the
Oakland Area. Prior to reporting to their new command, in addition to four regular days off, the new
officers are granted five days off utilizing CTO. Upon their arrival, the new officers’ schedules convert
from 8-hour shifts to the 12-hour AWW program for Area road patrol officers. When preparing the new
officers’ schedules, the Oakland Area Field Training and Evaluation Program coordinator properly
computes to FLSA hours to avoid incurring any overtime for working over the allotted number of hours.
However, the Area has discovered that the five CTO days are not always deducted that month from the
new employees’ balances and instead are computed as regular work days (at 8 % hours), for an extra
2.5 hours during the FLSA period. The CTO balances are usually corrected the following month and
nrtices are sent to the employees for any overpayments, but the identified discrepancies still exist on
t. Area’s overtime report.

The review identified several other issues, which included officers inadvertently claiming CTO or
vacation instead of scheduled RDOs; officers working on RDOs, especially when their schedules have
been modified to accommodate training; officers not working the one scheduled short day (often seven-
hour day) during the FLSA period; officers working too many hours on their short days (if no vacation is
scheduled for an employee in an FLSA period, the short day must never be more than seven hours);
and revisions being made to schedules (usually for training) after they have been approved by the
scheduling sergeants and management.

Area management and sergeants will continue to monitor and adjust timekeeping records, schedules,
and shift modifications in an effort to avoid employees incurring FLSA overtime in the future.

CHP 680A (Rev. 02-09) OP1 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL om0 psien: SUARISE
COMMAND INSPECTION PROGRAM | 9akland. Golden Gate Chapter 6
FYQEF’TIONS DOCUMENT Lt. Jim Fonseca 11/19/2009
F ,.ge 3 of 4

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
F.ge 4 of4

Command: Division: Chapter:
Oakland Golden Gate Chapter 6
Inspected by: Date:

Lt. Jim Fonseca 11/19/2009

equired Action

Corrective Action Plan/Timeline

[_4LConcur
A\

[_] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE

the reviewer.

(See HPM 9.1, Chapter 8 for appeal procedures.) 4= ’m /2 '[ 00 LD?

INSPECTO S SIGNATURE DATE
é .,
_ W—af/i 205 | /122707

[€T Reviewer discussed this report with ﬁ)‘ﬂEW IGNATURE \ DATE

:mployee ) R 10,

[] Do not concur ’ I3

CHP 680A (Rev. 02-09) OP1 010




STATE OF CALIFORNIA
DFTARTMENT OF CALIFORNIA HIGHWAY PATROL

¢ MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 1 0of 2
Command: Division: Number:
Oakland Golden Gate 370
Evaluated by: Date:
Lt. Jim Fonseca 11/19/2009
Assisted by: Date:
Sgt. Steve Perea 11/19/2009
SSA J. Manlutac

INSTRUCTIONS: Answer individual items with “Yes” or "“No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level L] Command Level

[] Executive Office Level

1
L-% ;‘W—
[] Voluntary Self-Inspection

Lead Inspector's Signature:

o/

/FF05

Follow-up Required:

[]Yes

X No

[] Follow-up Inspection

-]

mander's Signature:

L e

Date:

11/19/2009

For applicable policies, refer to HPM 11.1, Chapter 6,

HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
C' ~oter 2, and HPM 10.3, Chapters 24 and 28.

Note: if a “No” or “N/A” box is.checked, the."Remarks” section shall be utilized for explanation.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

XvYes | LINo

(I N/A

Remarks:

Is @ minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

XvYes | [INo

CIN/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

XvYes | [INo

LIN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

XYes | [INo

CIN/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

XvYes | [INo

L1 N/A

Remarks:

is “RDQO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

XvYes | [INo

LINA

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

XYes | LINo

CIN/A

Remarks:

CHP 680P (Rev. 02-09) OPI 010




STATE OF CALIFORNIA
DFTARTMENT OF CALIFORNIA HIGHWAY PATROL

C MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 2 0of 2

8. Do the CHP 415s with overtime indicate the

employee's lunch period or indicate “None” if the XYes | [INo | [JN/A | Remarks:
employee worked through their lunch break? B

9. Did the supervisor sign the CHP 415s approving the
overtime? XvYes | CONo |[JN/A | Remarks:

10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee's XYes | [INo [[JN/A | Remarks:
headquarters? B

11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was XYes | [ONo |[[JN/A | Remarks:
provided excluded from the CHP 415 of the -
counselor?

12. |Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the | X vYes | [1No | [JN/A | Remarks:

CHP 4157 B

13. Are employee’s Compensated Time Off hours Remarks: 15 instances oF&TO

maintained within reasonable balances? [] Yes X No 1 N/A converted to paid overtime. Refer to
Exceptions Doc.

14. Is the commander ensuring employees are not , _
incurring overtime due to working over the allotted Clyes | XNo | LINA i'zzm{'éz: 1:;3?;“;’;;2‘:'3;”8 Doc
number of hours for any given Fair Labor Standards - ' e '
Act (FLSA) period?

15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in XvYes | [ONo [[JN/A | Remarks:
them working more than 16.5 hours in a 24 hour -
period?

16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? XYes | CONo | [JN/A | Remarks:

17. Are the MARSs retained for at least three years and
contain the commander’s signature? XYes | CONo |[CJN/A | Remarks:

Remarks:

CHP 680P (Rev. 02-09) OP1010
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STATE OF CALIFORNIA
DF™ARTMENT OF CALIFORNIA HIGHWAY PATROL Commang: Division: Number:
L MMAND INSPECTION PROGRAM | Oakland Golden Gate 1370

valuatie y: (N
INSPECTION CHECKLIST Lt. James Fonseca 11/19/2009
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. Steve Perea 11/19/2009

SSA J. Manlutac

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector’'s Signature:
TYPE OF INSPECTION

X Division Level (] Command Level - ;/}%W L7 S BB05
[ ] Executive Office Level [ ] Voluntary Self-Inspection

Follow-up Required: Corfimander's Signature: Date:

[[] Follow-up Inspection %_\ 11/19/2009
[ ]Yes X No 1 M’——""T//

For applicable policy, refer to: GO 40.6

I'N. 2:1fa“No” or “N/A” box is checked, the "Remarks” section shall be utilized for'explanation.

1. If the commander became aware that another
agency or organization is proposing or has submitted | X Yes [INo | [JN/A | Remarks:
a grant application to a funding agency other than the | —
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities []Yes [ONo | X N/A | Remarks: Area did not submit
for the purpose of conducting inventories, need and - any grant proposals.
engineering studies, system development or program
implementations?

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs [lYes | [INo | XN/A | Remarks: GMU
identified by the National Highway Traffic Safety -
Administration?

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for X Yes [ONo | [JN/A | Remarks:
non-reimbursable overtime expenditures? B

5. Are concept papers regarding grant funding
submitted through channels to Grants Management (] Yes X No [J N/A | Remarks: Area did not submit

Unit (GMU)? _ any grant proposais.
6. Was GMU contacted to determine the current

personnel billing rates used for grant projects when X Yes (1 No | [JN/A | Remarks: Information

preparing concept paper budgets? — provided by GMU.

CHP 680P (Rev. 02-09) OP1010
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STATE OF CALIFORNIA
DFTARTMENT OF CALIFORNIA HIGHWAY PATROL

¢ MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

7. Is supporting documentation of consent and
acceptance (of the work, goods, or services provided | [JYes | [INo | XN/A | Remarks: GMU
by the state on behalf of a local government agency -
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

8. Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project [JYes | ONo | XN/A | Remarks: GMU
Director, or designated alternate? B

9. Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant | [_]Yes | [JNo | X N/A | Remarks: GMU
funding agencies coordinated/processed through -
GMU?

10. Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the [JYes | [JNo | XN/A | Remarks: GMU
exception of personnel costs? -

11. Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions | X Yes [INo |[[LIN/A [ Remarks:
contained in the associated project MOU? —

12. Are all requirements of the grant agreement and

MOU being met? XYes | [INo | [1N/A | Remarks:

13. Is a final project report being prepared in accordance
with the funding agency and departmental [JYes | [INo | XN/A | Remarks: GMU. Does not
requirements upon the termination of the grant - apply to Area Operations.
project?

14. Does every invoice associated with a grant funded
project contain the project number and name? [IYes | [INo | XN/A | Remarks: GMU

15. Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost ] Yes LINo | XN/A | Remarks: GMU
of $5,000 being documented on an Equipment -
Report, Form OTS-257

16. Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the XYes | [ONo |[[JNA | Remarks:
respective grant agreement? B

17. Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining | [ 1Yes | [ JNo | X N/A | Remarks: GMU
approval from the Department of Finance and/or the -
Governor's office prior to submission to the
appropriate federal authority?

This would include any of the following:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.
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STATE OF CALIFORNIA
DF™ARTMENT OF CALIFORNIA HIGHWAY PATROL

¢ MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State [dYes | [ONo | XN/A | Remarks: GMU
Clearinghouse for all approved unbudgeted grant - '
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in [IYes | [INo | XN/A | Remarks: GMU
Control Section 28.00 of the annual Budget Act? — ]

20. Are grant funds being used for their intended
purpose? XYes | LONo |LINA | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed [IYes | [INo | XN/A | Remarks: GMU
through the Commercial Vehicle Section before they
are submitted to the funding agency?

22. Are grant applications related to the Homeland
Security Grant Program being routed through the [1Yes | [INo | XN/A | Remarks: GMU
Emergency Operations Section before they are - '
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | [] Yes [INo | XN/A Remarks: GMU
soliciting participation in the Department's Highway - '
Safety Program?

24, Did GMU send the concept paper as an attachment
to @ memorandum through the Planning and Analysis | []Yes | [INo | X N/A | Remarks: GMU
Division to Assistant Commissioner, Field, and - '
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [(JYes | [ No XN/A | Remarks: GMU
to all commands with responsibility for or that have
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [] Yes CONo | X N/A Remarks: GMU
each command prepared and distributed by GMU? —

CHP 680P (Rev. 02-09) OP1010




State of California Business, Transportation and Housing Agency

Memorandum B ig
cLI T v Gilg

600 Ui | : [2: 57

Date: December 10, 2009 oo

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Castro Valley Area
File No.: 375.13120
Subject: RESPONSE TO DRAFT COMMAND OVERTIME AND AREA GRANT

MANAGEMENT INSPECTION REPORT

This memorandum is intended to serve as the written response to the draft command overtime
and Area grant management inspection report of the Castro Valley Area as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. This discrepancy had been addressed and corrected by Area management
prior to this inspection. Processes are currently in place to ensure proper scheduling and
monitoring of FLSA hours to ensure compliance.

Questions regarding this response may be directed to Sergeant Stephen Perea via e-mail at
sperea(@chp.ca.gov or by telephone at (510) 581-9028.

L. M. FRANKLIN, Lieutenant
Commander

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OP1 076



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Command:

COMMAND INSPECTION PROGRAM | {astro Valley

EXCEPTIONS DOCUMENT
age 1 of 2

Area

Division: Chapter:

Golden Gate Chapter 6

Inspected by:
Lt. Jim Fonseca

Date;
12/02/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

Chapter Inspection:

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[ Division Level X Command Level gsﬁectlon:
oure ] Attachments Included
[ Executive Office Level
Follow-up Required: Forward to:
Due Date:
L] Yes X No

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

none.

| Inspector’s Findings:

Finding #1: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed six instances of FLSA discrepancies for a total of 14.75

“1/2 time” hours paid.

[ Commander’s Response: X Concur or [[] Do Not Concur (Do Not Concur shall document basis for response)
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STATE OF CALIFORNIA:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
COMMAND INSPECTION PROGRAM | ;astro Valley | Golden Gate | Chapter©
EXCEPT'ONS DOCUMENT Inspected by: Date:

ige 2 of 2 Lt. Jim Fonseca 12/02/2009

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Findings unchanged.

Required Action

Corrective Action Plan/Timeline

Finding #1: The Area scheduling sergeant and timekeeper have been made aware of these
discrepancies and processes are in place to ensure proper scheduling. Additionally, the
timekeeper will monitor FLSA hours prior to cut-off to ensure compliance.

] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. W/" i /
(See HPM 9.1, Chapter 8 for appeal procedures.) —% /’” / Z/b o7
INSPECTOR'S SIGNATURE DATE
7 g
< ?’W—- &7./2%3p% /Z ///07
[M Reviewer discussed this report with JPENENERIS SIGNATURE DATE
employee /)/ _ / /
?Concur [] Do not concur > y /Z/2s)0
! Fy
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STATE OF CALIFORNIA

PEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
JMMAND INSPECTION PROGRAM Castro Valley | Golden Gate 375
INSPECTION CHECKLIST o - - Dot
Chapter 6 ; ' '
: Lt. Jim Fonseca 12/02/2009
Command Overtime Assisted by: Date:
Sgt. M. Otterby 12/02/2009

Page 10of 2

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level [ Command Level 'd

7;”%%, L7 SEBoS

[[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[ ]Yes X No

[[] Follow-up Inspection

” Commander's Signature:

=y T

Date:

12/02/2009

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
“hapter 2, and HPM 10.3, Chapters 24 and 28.

Note: If a *No”.or "N/A” box is'checked, the *Remarks” section shall be utilized for explanation.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes

] No

CIN/A

Remarks:

Is 2 minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes

] No

L] N/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

X Yes

1 No

LIN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

X Yes

] No

CIN/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

X Yes

I No

LINA

Remarks:

Is "RDO" being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes

] No

LIN/A

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

X Yes

] No

LI N/A

Remarks:
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STATE OF CALIFORNIA
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 2 of 2

Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate "None” if the
employee worked through their lunch break?

X Yes

] No

LI N/A

Remarks:

Did the supervisor sign the CHP 415s approving the
overtime?

X Yes

[ No

LI N/A

Remarks:

10.

Are claimed overtime mealis related to overtime
worked within 50 miles of the employee’s
headquarters?

X Yes

I No

LIN/A

Remarks:

1.

If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was
provided excluded from the CHP 415 of the
counselor?

X Yes

I No

LIN/A

Remarks:

12.

Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the
CHP 4157

X Yes

I No

LIN/A

Remarks:

13.

Are employee's Compensated Time Off hours
maintained within reasonable balances?

X Yes

O No

LIN/A

Remarks:

14.

Is the commander ensuring employees are not
incurring overtime due to working over the allotted
number of hours for any given Fair Labor Standards
Act (FLSA) period?

[ Yes

CIN/A

Remarks
identified

: Six discrepancies
. Refer to Exceptions Form.

15.

Is the commander ensuring uniformed employees
are not working voluntary overtime which results in
them working more than 16.5 hours in a 24 hour
period?

X Yes

] No

1 N/A

Remarks:

16.

Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)?

X Yes

[JNo

CIN/A

Remarks:

17.

Are the MARs retained for at least three years and
contain the commander’s sighature?

X Yes

[ No

CIN/A

Remarks:

Remarks:
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STATE OF CALIFORNIA

PEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
DMMAND INSPECTION PROGRAM | Castro Valley | Golden Gate | 375
INSPECTION CHECKLIST e Date
Chapter 6 . ' '
Lt. Jim Fonseca 12/02/2009
Command Grant Management Aeskied by: —

Sgt. Steve Perea 12/02/2009

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector’s Signature:
TYPE OF INSPECTION

X Division Level [] Command Level %JW—' ¢ /BEBoE

] Executive Office Level [] Voluntary Self-Inspection
FoIIow-up Required: //Commander's Signature: Date:
[] Follow-up Inspection = 12/02/2009
[]Yes X No =z W

For applicable policy, refer to: GO 40.6

te: If a"No" or "N/A" box is checked, the "Remarks” section shall be utilized for explénation.

1. If the commander became aware that another
agency or organization is proposing or has submitted | X Yes [(ONo | [JN/A | Remarks:
a grant application to a funding agency other than the | —
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities [OYes | [OONo | XN/A | Remarks: Area did not submit
for the purpose of conducting inventories, need and - any grant proposals.
engineering studies, system development or program
implementations?

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs [OYes | ONo | XN/A | Remarks: GMU
identified by the National Highway Traffic Safety -
Administration?

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for X Yes [JNo | [ N/A | Remarks:
non-reimbursable overtime expenditures? B

5. Are concept papers regarding grant funding
submitted through channels to Grants Management [ Yes X No [] N/A | Remarks: Area did not submit

Unit (GMU)? any grant proposals.
6. Was GMU contacted to determine the current

personnel billing rates used for grant projects when X Yes [JNo | [ N/A | Remarks: Information

preparing concept paper budgets? - provided by GMU.
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7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as "for local benefit"?

] Yes

] No

X N/A

Remarks: GMU

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

] Yes

] No

X N/A

Remarks: GMU

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

[1Yes

1 No

X N/A

Remarks: GMU

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

] Yes

I No

X N/A

Remarks: GMU

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

] No

LINA

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

] No

LIN/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

] Yes

] No

X N/A

Remarks: GMU. Does not
apply to Area Operations.

14.

Does every invoice associated with a grant funded
project contain the project number and name?

] Yes

] No

X N/A

Remarks: GMU

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

[1Yes

[l No

X N/A

Remarks: GMU

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

] No

] N/A

Remarks: Radar Trailer and
Child Safety Seat equipment.

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor’s office prior to submission to the
appropriate federal authority?

This would include any of the following:

e Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

[] Yes

] No

X N/A

Remarks: GMU
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INSPECTION CHECKLIST

Chapter 6
Command Grant Management
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18.

Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

[] Yes

I No

X N/A

Remarks: GMU

19.

Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budget Act?

] Yes

[ No

X N/A

Remarks: GMU

20.

Are grant funds being used for their intended
purpose?

X Yes

[ No

CIN/A

Remarks:

21.

Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the funding agency?

[J Yes

] No

X N/A

Remarks: GMU

22.

Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the funding agency?

] Yes

[J No

X N/A

Remarks: GMU

| Questions 23 through 26 pertain to the Grants Management Unit

23.

Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department’s Highway
Safety Program?

[J Yes

I No

X N/A

Remarks: GMU

24.

Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

] Yes

] No

X N/A

Remarks: GMU

25.

Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the project?

[] Yes

I No

X N/A

Remarks: GMU

26.

Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed by GMU?

] Yes

] No

X N/A

Remarks: GMU
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State of California Business, Transportation and Housing Agency

Memorandum

Date: December 13, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Dublin Area

File No.: 390.11767

Subject: RESPONSE TO COMMAND GRANT MANAGEMENT INSPECTION
REPORT

This memorandum is intended to serve as the written response to the Command Grant
Management inspection report of Dublin Area, as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. The Area will provide training to the officers and sergeants
regarding the importance of monitoring CTO balances and accruing balances in excess
of the bargaining unit agreements, resulting in paid overtime. Additionally, Area will
take additional proactive steps in requiring employees to utilize CTO hours to ensure
they do not exceed the maximum allowable accrual. :

Finding 2 — Agree. The Area will provide training to the officers and sergeants
regarding FLSA hours and the importance of staying within the boundaries of hours
worked each FLSA period. The supervisors will ensure that the posted monthly
schedule reflects the correct number of hours and the schedules are not modified
causing an overage of work hours during the FLSA period. Management will continually
monitor the WPORR to ensure compliance.

Questions regarding this response may be directed to Lieutenant Lorraine Krolosky via
e-mail at lkrolosky@chp.ca.gov or by telephone at (925) 828-0466.

M. M. MUELLER, Captain
Area Commander

Safety, Service, and Security
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL i

COMMAND INSPECTION PROGRAM Dublin Area__ | Golden Gate Ghapter 6
EXCEPTIONS DOCUMENT LT Jifh Fonseen 12/02/2009
“age 1 of2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[] Division Level X Command Level lgsrfectlon:
GHES ] Attachments Included
[] Executive Office Level
Follow-up Required: FenvA e}
Due Date:
[]Yes X No

Chapter Inspection:

| Inspector's Comments Regarding Innovative Practices:

None.

\ Command Suggestions for Statewide Improvement:

lone.

| Inspector’s Findings:

Finding #1: #13, Command Overtime. Leave Balance Reports indicated two (2) instances of CTO
converted to paid overtime over the past twelve months. A total of approximately 8.56 hours

of overtime paid out.

Finding #2: #14, Command Overtime, Work Period Overtime Reconciliation Report (WPORR), during
past twelve months, revealed twenty-nine instances of FLSA discrepancies for a total of

111 “1/2 time” hours paid.

| Commander’s Response: X Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

"

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged, ‘
efc.)

‘indings unchanged.
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T ESE%FORMA HIGHWAY PATROL CCmIT I AL [AUELIE
COMMAND INSPECTION PROGRAM [ publinArea | Golden Gate | Chapter 0
EXCEPTIONS DOCUMENT Lt. Jim Fonseca 12/02/2009
Nage 2 of 2

equired Action

Corrective Action Plan/Timeline

Finding #1:

The Area will provide training to the officers and sergeants regarding the importance of monitoring CTO
balances and accruing balances in excess of the bargaining unit agreements, resulting in paid overtime.
Additionally, Area will take additional proactive steps in requiring employees to utilize CTO hours to
ensure they do not exceed the maximum allowable accrual.

Finding #2:

FLSA hours and the importance of staying within the boundaries of hours worked each FLSA period.
Management will continually monitor the WPORR report. The sergeants will ensure that the posted
monthly schedule reflects the correct number of work hours and that the schedule is not changed
causing an overage of work hours for the FLSA period. Sergeants have also been cautioned regarding
the change in days off and ensuring officers are utilizing a seven hour day when scheduled.

| [T Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE

the reviewer. %:13,\ L/\_, ‘Z/)é-//o“*

(See HPM 9.1, Chapter 8 for appeal procedures.) ="

FOR'S SIGNATURE DATE
(ﬁf cr y3%05 | 1A/5)/0f

Reviewer discussed this report with IEV,V,E'R 5 SIGNATURE DATE

@ecrgﬁl:ouyree 1 Do not concur ( /5/// Z E f /?/ZO/ I

CHP 680A (Rev 02-09) OP| 010




STATE OF CALIFORNIA _
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
“OMMAND INSPECTION PROGRAM | Dublin Area | Golden Gate | 390
valuated by: :
nSPECTION CHECKLIST Lt. Jim Fonseca 12/02/2009
Chapter 6 Assisted by: Date:
Command Grant Management Sgt. Steve Perea 12/02/2009

Page 10f3

INSTRUCTIONS: Answer individual items with “Yes”" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

L Executive Office Level i Voluntary Self-Iinspection

[ Command Level 'd

Lead Inspector's Signature:

%E 5 ?,,N L7 13303

Follow-up Required:

O Yes X No

[ Follow-up Inspection

//a"ommander's Signature:

”—\"\")‘3’-\‘-\\—\/;,

Date:

12/02/2009

—

For applicable policy, refer to: GO 40.6

Jte

1 If a “No" or “N/A”"*box is checked, the “Remarks” section

shall be utilized for-explanation.

1.

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes

L No

C N/A

Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

C Yes

C No

X N/A

Remarks: Area did not submit
any grant proposals.

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

L Yes

C No

X N/A

Remarks: GMU

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes

C N/A

Remarks:

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

IZ Yes

L N/A

Remarks: Area did not submit
any grant proposals.

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

X Yes

£ N/A

Remarks: Information
provided by GMU.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

~“OMMAND INSPECTION PROGRAM

wWSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a iocal government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

L Yes

X N/A

Remarks: GMU

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

" Yes

No

M

X N/A

Remarks: GMU

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

C Yes

X N/A

Remarks: GMU

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

C Yes

X N/A

Remarks: GMU

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

- No

C N/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

C No

C N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

C Yes

C No

X N/A

Remarks: GMU. Does not
apply to Area Operations.

14.

Does every invoice associated with a grant funded
project contain the project number and name?

L Yes

L No

X N/A

Remarks: GMU

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-25?

C Yes

L No

X N/A

Remarks: GMU

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

i~ No

. N/A

Remarks: Radar Trailer.

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?

This would inciude any of the following:

o Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

C Yes

X N/A

Remarks: GMU
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

“OMMAND INSPECTION PROGRAM

wSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State Yes [ No XN/A | Remarks: GMU
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in ' Yes L No [ XNA | Remarks: GMU
Control Section 28.00 of the annual Budget Act? -

20. Are grant funds being used for their intended
purpose? XvYes | L No | [ NA | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed [ Yes L'No | XN/A | Remarks: GMU
through the Commercial Vehicle Section before they
are submitted to the funding agency?

22. Are grant applications related to the Homeland
Security Grant Program being routed through the Yes L No | XN/A | Remarks: GMU
Emergency Operations Section before they are -
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants ManagementUnit =~
23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | [ Yes L No | XN/A | Remarks: GMU

soliciting participation in the Department's Highway
Safety Program?

24, Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | | Yes " No | XN/A | Remarks: GMU
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [ Yes L No | XN/A | Remarks: GMU
to all commands with responsibility for or that have
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [ Yes L No | XN/A | Remarks: GMU
each command prepared and distributed by GMU? -
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

“OMMAND INSPECTION PROGRAM

NSPECTION CHECKLIST
Chapter 6
Command Overtime

Page 1o0f2
Command: Division: Number:
Dublin Are Golden Gate 390
Evaluated by: Date:
Lt. Jim Fonseca 12/02/2009
Assisted by; Date:
Sgt. Steve Perea 12/02/2009
Sgt. M. Otterby

INSTRUCTIONS: Answer individual items with “Yes"” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

[ Executive Office Level

C Command Level

[ Voluntary Self-Inspection

Lead Inspector's Signature:

A L7 rE303%
da

Follow-up Required:

0O Yes

C: Follow-up Inspection

X No

{€ommander's Signature:

Date:
12/02/2009

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
"hapter 2, and HPM 10.3, Chapters 24 and 28.

‘Note

: If:a “No":or "N/A” box is.checked, the "Remarks" section

shall.be:utilized for explanation.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

.X Yes L No

C N/A

Remarks:

Is @ minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such canceliation?

X_Yes C No

C N/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

No

1

X Yes

C N/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

No

(!

X Yes

C N/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

No

r

X Yes

L N/A

Remarks:

Is "RDO" being written in the "Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes

C N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

“OMMAND INSPECTION PROGRAM

«~SPECTION CHECKLIST
Chapter 6
Command Overtime

Page 20f2

7. ls there a CHP 90, Report of Court Appearance -

Civit Action, completed for each officer or sergeant X Yes CNo | NA | Remarks:
when overtime is associated for civil court? B
8. Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the X Yes CNo | NA | Remarks:
employee worked through their lunch break? -
9. Did the supervisor sign the CHP 415s approving the
overtime? X Yes L No |ONA | Remarks:
10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s X Yes CNo |G NA | Remarks:
headquarters? B
11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was X Yes ['No | [iN/A | Remarks:
provided excluded from the CHP 415 of the -
counselor?
12. Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the | X Yes | L No | L NA | Remarks:
CHP 4157 B
13. Are employee’s.Compensated Time Off hours HE ot Twornstances of €16
maintained within reasonable balances? [ Yes X No L N/A A ool e love e past 12
months. Refer to Exceptions form
14. Is the commander ensuring employees are not . o ,
incurring overtime due to working over the allotted CYes | XNo |INA Eszf{:ji:‘gzgty{g":oﬁ'tige%aer}g‘reti
number of hours for any given Fair Labor Standards - Exceptions Form. '
Act (FLSA) period?
15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in X Yes CNo | L NA | Remarks:
them working more than 16.5 hours in a 24 hour -
period?
16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? XYes | [ No |CNA |Remarks:
17. Are the MARs retained for at least three years and
contain the commander’s signature? X Yes CNo |[ N/A | Remarks:

Remarks:
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State of California Business, Transportation and Housing Agency

Memorandum

Cryy i J
YUAO0D ¢

R TN I
Date: November 24, 2009 2055 31 . I&
e 32y
To: Golden Gate Division
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

Mission Grade Inspection Facility
File No.: 391.13306

Subject: CHAPTER 6

On November 24, 2009, Golden Gate Division conducted a Chapter 6 audit of the Mission Grade
Inspection Facility. Attached are the Command Inspection Program, Inspection Checklists and
Exceptions Documents for the Chapter 6 audit, as required per HPM 22.1, Command Inspection
Program Manual. There were no discrepancies found during the Chapter 6 audit. Should you

have any questions, Dlease contact me at (925) 862-2223.

-

. = .”._;)’_ _‘;lf'” -
K. J. PILON, Lieutenant
Commander
Attachments

Safety, Service, and Security
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STATE OF CALIFORNIA ——

Command: | Division: Chapter:
%Egmﬁh;ﬁFSA;ﬁ?gAEnggﬁAg%OGRAM Mission C?rade Golden Gate Chapter 6
FXCEPTIONS DOCUMENT o ooy 5
age 1 of 2 Lt. Jim Fonseca 11/24/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the ] Corrective Action Plan Included
[] Division Level X Command Level gsr;])ect|on:
ours [] Attachments Included
[] Executive Office Level
~ aa N, | Forward to: |

Follow-up Required:

Due Date:

[]Yes X No

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None.

[ Command Suggestions for Statewide Improvement: ]

none.

| Inspector’s Findings:

There were no discrepancies found in the areas of Overtime and Grant Management.

| Commander’s Response: X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) l
| concur with the Inspector’s findings. The Mission Grade Inspection Facility will continue to manage
Overtime and Grant Management consistent with departmental policy and procedure.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
None

CHP 680A (Rev 02-08) OPI 010



STATE OF CALIFORNIA

Command: Division: Chapter:
ggmﬁhXﬁFsAm?g%nggﬁAs%OGRAM Mission Grade | Golden Gate Chapter 6
. ili
FXCEPTIONS DOCUMENT Insp. Facilty e
age 2 of 2 Lt. Jim Fonseca 11/24/2009

equired Action

Corrective Action Plan/Timeline

No corrective action needed. No discrepancies found.

) : N \
[_] Employee would like to discuss this report with _“_WMANDER’S SIGNATURE ) DA\TE
the reviewer. T =\ E i \\\2_;., R
__(See HPM 9.1, Chapter 8 for appeal procedures.) | ; i

INSPECTORS SIGNATURE—. DATE
i Z, &
A- L/)//W/ z’ by Lol '/?/ 4//7
[VNReviewer discussed this report with _ﬁEVIEW URE \ DATE o
employee & -~
[ . Concur (] Do not concur l-1S71©
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STATE OF CALIFORNIA
N=PARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:

JDNMIMAND INSPECTION PROGRAM Mission Grade | Golden Gate 391
INSPECTION CHECKLIST Insp. Facility :
s E\f[athaitfr? tg:onseca 2?724/2009
Command Overtime Ass-isted by: Date:

Sqgt. Steve Perea 11/24/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level [_] Command Level

[] Executive Office Level ] Voluntary Self-Inspection

Lead Inspector’s Signat@

Camrt)” /777/;4( de~. (T 1 FH 3

Follow-up Required:
[] Follow-up Inspection

[JYes  XNo

Date:

Go m\nde:.l"g S_-igﬂature: 2
Y , QQ\ 11/24/2009

< b

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
“hapter 2, and HPM 10.3, Chapters 24 and 28.

o

“Note: If a "No” or "N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

Remarks:

X Yes [(INo | JN/A

2. Is a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
empioyee(s) cannot be nctified of such cancellation?

Remarks:

XvYes | (ONo |INA

3. Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

l Yes D No D N/A Remarks:

4. Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

Remarks:

lYes ,:] No D N/A

5. Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

5 Yios ':] No D N/A Remarks:

6. Is "RDO" being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

l N D No I:I N/A Remarks:

7. Isthere a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

_X_Yes |—_—| No [:l N/A Remarks:

CHP 680P (Rev 02-09) OPI 010
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STATE OF CALIFORNIA
NEPARTMENT OF CALIFORNIA HIGHWAY PATROL

OMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

8. Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None" if the X Yes (ONo | LJN/A
employee worked through their lunch break? —

Remarks:

9. Did the supervisor sign the CHP 415s approving the '
overtime? X Yes [ONe | [IN/A Remarks:

10. Are claimed overtime meals related to overtime _
worked within 50 miles of the employee'’s X Yes CINo | [IN/A | Remarks:
headquarters? B

11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was XvYes | [INo |[JN/A | Remarks:
provided excluded from the CHP 415 of the -
counselor?

12. Is the "Notes" section on side two of the CHP 415 _
used to explain any overtime listed on side one of the | X Yes | [ No |[JN/A | Remarks:
CHP 4157 -

13. Are employee’s Compensated Time Off hours .
maintained within reasonable balances? XvYes | [INo | LINA Remarks:

14. Is the commander ensuring employees are not
incurring overtime due to working over the allotted XYes | [INo |[JN/A |Remarks:
number of hours for any given Fair Labor Standards -
Act (FLSA) period?

15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in X Yes [INo | [JN/A | Remarks:
them working more than 16.5 hours in a 24 hour -
period?

16. Do the CHP 415 total overtime hours agree with the _
Monthly Attendance Report (MAR)? Xvyes | [INo |[INA RIS

17. Are the MARs retained for at least three years and .
contain the commander’s signature? XvYes | [ONo |[INA SEES:

Remarks:

CHP 680P (Rev. 02-09) OP1 010




STATE OF CALIFORNIA
P=PARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 10f3
Command: Division: Number:
Mission Grade | Golden Gate 391
Insp. Facility
Evaluated by: Date:
Lt. Jim Fonseca 11/24/2009
Assisted by: Date:
Sat. Steve Perea 11/24/2009

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.
_In§p_ection,_th_¢ “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

If this form is used as a Follow-up

| TYPE OF INSPECTION

X Division Level

[] Executive Office Level

~ [[] Voluntary Self-Inspection

[] Command Level q

1 Lead Inspector's Signature:

%WW g7 /3FOE

Follow-up Required: v

[]Yes

(] Follow-up Inspection

X No

For applicable policy, refer to: GO 40.6

¥ Comm inder's Slgnatu

Date:

11/24/2009

'\

— e

_te: If a “No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1.

If the commander became aware that another
agency or organization is proposing or has submitted
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

X Yes

[INo | [IN/A

Remarks:

Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

[] Yes

[INo | X N/A

Remarks: Area did not submit
any grant proposals.

Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

] Yes

LINo | X N/A

Remarks: Completed through
CvS.

Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes

[(INo | [INA

Remarks:

Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

] Yes

I N/A

Remarks: Area did not submit
any grant proposals.

Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

X Yes

] N/A

Remarks: Information
provided by GMU and CVS.
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STATE OF CALIFORNIA
"=PARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

[]Yes

1 No

X N/A

Remarks: GMU or CVS

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

(] Yes

[1No

X N/A

Remarks: GMU or CVS

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

[]Yes

I No

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

L[] Yes

] No

X N/A

X N/A

Remarks: GMU or CVS

Remarks: GMU or CVS

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

1 No

LI N/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[JNo

L] N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

X Yes

[ No

[ N/A

Remarks: Routed through
GGD to CVS.

14.

Does every invoice associated with a grant funded
project contain the project number and name?

(] Yes

(I No

X N/A

Remarks: GMU or CVS

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257?

[]Yes

I No

X N/A

Remarks: GMU or CVS

16

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

[]Yes

[]No

X N/A

Remarks: No equipment.

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor’s office prior to submission to the
appropriate federal authority?

This would include any of the following:

* Applications for federal funds which are not
included in the budget approved by the
Governor.

e Applications for federal funds which exceed
the amount specified in the budget.

[] Yes

[INo

X N/A

Remarks: GMU or CVS

CHP 680P (Rev 02-09) OPI1 010




Page 3of3

STATE OF CALIFORNIA
PN=PARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State [JYes | [INo [ XNA | Remarks: GMU or CVS
Clearinghouse for all approved unbudgeted grant -
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in [JYes | [JNo | XNA | Remarks: GMU or CVS
Control Section 28.00 of the annual Budget Act?

20. Are grant funds being used for their intended

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed [1Yes | [INo [ XNA | Remarks: Completed by
through the Commercial Vehicle Section before they - GMU or CVS
are submitted to the funding agency? '

22. Are grant applications related to the Homeland
Security Grant Program being routed through the [(IYes | [INo | XNA | Remarks: GMU
Emergency Operations Section before they are
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | [JYes | [INo [ XN/A | Remarks: GMU
soliciting participation in the Department's Highway -
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | []Yes | [JNo | X N/A Remarks: GMU
Division to Assistant Commissioner, Field, and -
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, [JYes | [UNo | XNA | Remarks: GMU
to all commands with responsibility for or that have -
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [IYes | [ONo | XN/A | Remarks: GMU
each command prepared and distributed by GMU?
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State of California Business, Transportation and Housing Agency

Memorandum

Date: December 28, 2009
To: Office of Inspections
From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Division Special Services Unit
File No.: 316.11485.11327.301
Subject: RESPONSE TO GOLDEN GATE DIVISION SPECIAL SERVICES

COMMAND CHAPTER 6 COMMAND GRANT MANAGEMENT AND
COMMAND OVERTIME INSPECTION

This memorandum is intended to serve as the written response to the Chapter 6 Command Grant
Management and Command Overtime inspection report of the Golden Gate Division Special
Services Command as required.

FINDINGS REQUIRING FOLLOW-UP:

Finding 1 — Agree. Golden Gate Division Special Service Command has scheduled a Unit
Managers and Supervisors meeting in January 2010. During this meeting training and review on
Highway Patrol Manuel (HPM) 22.1, Command Inspection Program Manuel, and HPM 10.3,
Personnel Transactions Manuel, Chapter 24, Overtime. During the review all staff will be
reminded of the provision contained within the Unit 5 Memorandum of Understanding
concerning the ability to burn down Compensatory Time Off.

Finding 2 — Agree. Golden Gate Division Special Service Command has scheduled a Unit
Managers and Supervisors meeting in January 2010. During this meeting training and review on
Highway Patrol Manuel (HPM) 22.1, Command Inspection Program Manuel, and HPM 10.3,
Personnel Transactions Manuel, Chapter 24, Overtime and Chapter 28, Attendance Reporting.
During the review all staff will be reminded of the importance of monitor Regular Days Off
within each FLSA period.

Finding 3 — Agree. Golden Gate Division Special Service Command has implemented a
suspense system to address the Commanders signature on all MARSs reports as required by
policy. Additionally, the Commander and the Office Technician responsible for the time
keeping has reviewed Highway Patrol Manuel (HPM) 22.1, Command Inspection Program
Manuel and HPM 10.3, Personnel Transactions Manuel, Chapter 28, Attendance Reporting. It
should be noted the Investigative Services Unit and the Special Operations Unit under the
Special Services Command had all the necessary MARs reports which were signed by the
respective Lieutenants of those units confirming the accounting as required by policy.

Safety, Service, and Security
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Golden Gate Division
Page 2
October 26, 2009

Questions regarding this response may be directed to Lieutenant Lum via e-mail at
rlum@chp.ca.gov or by telephone at (707) 648-4180.

Commander

cc: Office of the Assistant Commissioner, Field
Golden Gate Division



DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cé°mg‘éi”;i Sves g";‘é’;n Eale ghapte"
COMMAND INSPECTION PROGRAM ,niected by e
EXCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 12/1/09

Foge 10of 3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
[ Division Level [] Command Level | inspection:
[J Attachments Included
[] Executive Office Level 110
Forward to:

Follow-up Required:
[]Yes X No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings:

During the inspection, the following discrepancies were noted:

- Finding #1 (question #13, Command Overtime): 6 instances of CTO excess were noted, resulting
in 17.93 hours paid at overtime rate

- Finding #2 (question #14, Command Overtime): 23 instances FLSA overages were noted,
resulting in 196 hours paid at half time

- Finding #3 (question #17, Command Overtime): None of the MARs were signed during the prior
12 months
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SIATEDR CCIIEARING Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL S eciai Sves Goldén Gate 6
COMMAND INSPECTION PROGRAM Speoe > o
FY¥CEPTIONS DOCUMENT Lt. C.M. Childs, #13867 12/1109
Foge2of3

f Commander’s Response: [X] Concur or [[] Do Not Concur (Do Not Concur shall document basis for response) ‘
The Command has implemented a suspense system to address the Commanders signature on all

MARs reports. Additionally, training will be provided to all supervisors and officers so as to alleviate
FLSA overage payments, during the training CTO balances will be discussed and those employees at
the current cap will be scheduled to utilize the appropriate hours. The CTO balances will be monitored
and adjusted on a monthly basis so as to not exceed the cap.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
)

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev 02-09) OP1010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Cé°mma."di s g"islig": Gat ghapte"
COMMAND INSPECTION PROGRAM e SN ek o
EXCEPTIONS DOCUMENT Lt. C.M. Childs, #13867 I2yrea
b .ge 3of3
] COMMAN é S SIGNATURE DA
Employee would like to discuss this report with DER'S SIGNATURE  , s TE
the reviewer. Lol v o :/2' j,,—v/"'/ i o jfég-e , ;
{See HPM 9.1, Chapter 8 for appeal procedures.) Qpzeccct ( ger——7 e ’l/"cp 7.
INSPECTOR'S SIGNATURE _// DATE
) 4
. @,m ;M ~ 12)21/09
,Zﬁ‘Reviewer discussed this report with REVIEWEH'S SIZNATURE DATE
mployee :
Concur (] Do not concur N /"'/.S,"/a
— [l S

CHP 680A (Rev 02-08) OP| 010




STATE OF CALIFORNIA
D™"ARTMENT OF CALIFORNIA HIGHWAY PATROL

L MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 10f3
Command: Division: Number:
Special Svecs Golden Gate
Evaluated by: Date:
Lt. C. M. Childs, #13867 12/1/09
Assisted by: Date:
Sgt. M. Lehman, D. Silva 12/1/03

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
‘Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

X Division Level

(] Executive Office Level

[ ] Command Level

[] Voluntary Self-Inspection

Follow-up Required:

[ ]Yes X No

] Follow-up Inspection

[

Commander’s Signature: - Date:
o /
P = 12/1/09
A /f 1 (‘,‘__.'/f?//?(\&_‘é j‘?f‘k-_

For applicable policy, refer to: GO 40.6

V ———

| 2:1fa"No” or “N/A” box is checked, the “Remarks” section shall be utilized for-explanation.

1. If the commander became aware that another
agency or organization is proposing or has submitted | [X] Yes | []No
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

] N/A | Remarks:

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

X Yes | [ONo | [JN/A | Remarks:

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs
identified by the National Highway Traffic Safety
Administration?

X Yes | [JNo | []N/A | Remarks:

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for
non-reimbursable overtime expenditures?

X Yes | [JNo | []N/A | Remarks:

5. Are concept papers regarding grant funding
submitted through channels to Grants Management
Unit (GMU)?

D Yes | [JNo | [NA | Remarks:

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when
preparing concept paper budgets?

X Yes | [[JNo | []N/A | Remarks:
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STATE OF CALIFORNIA
DT ARTMENT OF CALIFORNIA HIGHWAY PATROL

\ MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

Page 20f3

7.

Is supporting documentation of consent and

. acceptance (of the work, goods, or services provided

by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

X Yes

I No

CIN/A

Remarks:

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

X Yes

[INo

LI N/A

Remarks:

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

X Yes

[] No

LIN/A

Remarks:

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

X Yes

] No

LIN/A

Remarks:

11.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

[INo

LI N/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

Yes

(JNo

L] N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

X Yes

] No

LIN/A

Remarks:

14.

Does every invoice associated with a grant funded
project contain the project number and name?

X Yes

J No

LIN/A

Remarks:

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

X Yes

] No

LI N/A

Remarks:

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

X Yes

INo

LIN/A

Remarks:

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor's office prior to submission to the
appropriate federal authority?
This would include any of the following:
¢ Applications for federal funds which are not
included in the budget approved by the
Governor.
e Applications for federal funds which exceed
the amount specified in the budget.

] Yes

] No

X N/A

Remarks: GMU related question
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\ ~MMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 6
Command Grant Management
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18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

1] Yes

[J No

X N/A

Remarks: GMU related question

19. Has any request for unanticipated federal funds met
the criteria for legislative notification set forth in
Control Section 28.00 of the annual Budget Act?

[]Yes

I No

X N/A

Remarks: GMU related question

20. Are grant funds being used for their intended
purpose?

X Yes

] No

LIN/A

Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed
through the Commercial Vehicle Section before they
are submitted to the funding agency?

] Yes

] No

X N/A

Remarks: GMU related question

22. Are grant applications related to the Homeland
Security Grant Program being routed through the
Emergency Operations Section before they are
submitted to the funding agency?

] Yes

] No

X N/A

Remarks: GMU related question

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders
soliciting participation in the Department’s Highway
Safety Program?

[] Yes

JNo

N/A

Remarks: GMU related question

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

] Yes

I No

X N/A

Remarks: GMU related question

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement,
to all commands with responsibility for or that have
an interest in the project?

[] Yes

[JNo

X N/A

Remarks: GMU related question

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of
each command prepared and distributed by GMU?

[]Yes

I No

<] N/A

Remarks: GMU related question
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STATE OF CALIFORNIA
DF"ARTMENT OF CALIFORNIA HIGHWAY PATROL Comma.nd: Division: Number:
{ MMAND INSPECTION PROGRAM ESpF?TbSVCS coldeniCals —

valuated by: B
INSPECTION CHECKLIST Lt. C.M. Childs, #13867 12/1/09
Chapter 6 . Assisted by: Date:
Command Overtime Sgt. M. Lehman, D. Silva 12/1109

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

X Division Level

[ ] Executive Office Level

] Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[]Yes

] Follow-up Inspection

X] No

Commandgr&ﬁignature:

Yl ey 4.

Date:

12/1/09

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
C*-~pter 2, and HPM 10.3, Chapters 24 and 28.

~ e

Note: If a “No” or "N/A" box is checked, the “Remarks” section shall be utilized for explanation:.

1.

Is the hiring company/agency for reimbursable
overtime being held responsible for paying a
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

X Yes | []No

CIN/A

Remarks:

Is @ minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

X Yes | []No

LI N/A

Remarks:

Are reimbursable special project codes being used
for all overtime associated with reimbursable special
projects?

X Yes | [JNo

LIN/A

Remarks:

Is the commander ensuring nonuniformed personnel
overtime hours are not reflected on the Report of
Overtime Hours for Reimbursable Special Projects?

X Yes | [1No

CIN/A

Remarks:

Is the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

X Yes | []No

LIN/A

Remarks:

Is “RDO” being written in the “Notes” section of the
CHP 415, Daly Field Record, for overtime worked on
a regular day off?

X Yes | [JNo

CIN/A

Remarks:

Is there a CHP 90, Report of Court Appearance -
Civil Action, completed for each officer or sergeant
when overtime is associated for civil court?

[(IYes | [JNo

CIN/A

Remarks:
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L .MMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Overtime

Page 2 of 2

8. Do the CHP 415s with overtime indicate the

employee’s lunch period or indicate “None” if the X Yes | [ONo |[JN/A | Remarks:
employee worked through their lunch break?
9. Did the supervisor sign the CHP 415s approving the
overtime? XYes | ONo |[JN/A | Remarks:
10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s XK Yes | [ONo |[JN/A | Remarks.
headquarters?
11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was Yes | [JNo | CJN/A | Remarks:
provided excluded from the CHP 415 of the
counselor?
12. |s the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one of the | [X] Yes | [JNo | [J N/A | Remarks:
CHP 4157
13. Are employee's Compensated Time Off hours Ezgﬁg‘; igzzletﬁw?nff;ega;e:oirs
maintained within reasonable balances? (Jyes | XINo |[INA paid as overtime ginis.
14. Is the commander ensuring employees are not , ,
incurring overtime due to working over the allotted [(OYes | XINo |[JN/A Eigs;‘; lZiﬁﬁfntS’?n'%Saﬂiﬂ r253p aid
number of hours for any given Fair Labor Standards at haif time
Act (FLSA) period?
15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in X Yes | [ONo |[JN/A | Remarks:
them working more than 16.5 hours in a 24 hour
period?
16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? X Yes | [ONo |[JN/A | Remarks:
17. Are the MARSs retained for at least three years and
contain the commander’s signature? CJYes | [ONo | [JN/A | Remarks: None of the MARs were

signed by command staff for the prior
12 months
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State of California Business, Transportation and Housing Agency

Memorandum

Date: December 28, 2009

To: Golden Gate Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Golden Gate Communications Center

File No.: 318.14058

Subject: COMMAND INSPECTION PROGRAM - CHAPTER 6

On December 11, 2009, Golden Gate Division inspected the Golden Gate Communications
Center concerning “Command Grant Management,” and “Command Overtime.” The inspection
team documented no discrepancies. I concur with their findings.

If you have any questions concerning this memorandum, please contact me directly at
(707) 551-4181.

—

G. P. TRACEY, Captai?
Commander

Safety, Service, and Security
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter.
COMMAND INSPECTION PROGRAM | E6CC__ Golden Gate | 318
FXCEPTIONS DOCUMENT Lt. Leslie Lazo, #10424 12/11//2009

. age 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
Division Level [ ] Command Level inspection:

[] Executive Office Level 3 hours L] Attachments Included

Forward to: GGD

Follow-up Required:

[]Yes X No

Due Date: 12/30/2009

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

The Golden Gate Division Communications Center has adopted a proactive approach to maintaining
compliance to the Command Inspection Program. The Command has designated a manager to oversee
ues related to inspections. Additionally, this manger conducts unannounced inspections weekly and
provides the results to the Commander. Any discrepancies are mitigated immediately to avoid long term

repercussions.

| Command Suggestions for Statewide Improvement: |

None

| Inspector’s Findings: ]

No discrepancies

| Commander’s Response: Concur or [] Do Not Concur (Do Not Concur shall document basis for response) |
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SE?»I\E?GE@TL'S?%FORNM HIGHWAY PATROL g’g’gg’ g"g;&’;n Gate gqage"
COMMAND INSPECTION PROGRAM nereted T7 ot
FXCEPTIONS DOCUMENT Lt. Leslie Lazo, #10424 12/11//2009
. age 2 of 2

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)
The Commander and his staff were very open to this inspection and provided all the required
paperwork needed to conduct an accurate inspection. The friendly and professional reception the
team received allowed for a smooth and efficient evaluation. The Command’s proactive efforts

were key to the flawless outcome of this inspection.

Required Action

Corrective Action Plan/Timeline

None
AEEN R
L] Employee would like to discuss this report with ws NATURE DATE ?
the reviewer. ~]) -0
(See HPM 9.1, Chapter 8 for appeal procedures.) ’/71’}_%(/ /L
INSPECTOR®/SIGNATURE [ DATE
~ 12-r1-oF
%7 T
X4 Reviewer discussed this report with REVIEWER'S SI.GI?TURE DATE
employee 4 - / /
oncur [ 1 Do not concur : /’7( / /¥ ;0/Z20/0
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STATE OF CALIFORNIA

“EPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
OMMAND INSPECTION PROGRAM | GGCC GodenGate | 318
va N B
INSPECTION CHECKLIST Lt. Leslie Lazo, #10424 12/11//2009
Chapter 6 Assisted by: Date:
Command Grant Management SSA Jeri Tilson, #A11856 12/11//2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION

(<] Division Level [] Command Level 2 2 i
.-_-,-?"E.'""';?f::“-"* 7 _;—/:if_
[] Executive Office Level [[] Voluntary Self-Inspection e -2 L.
Follow_up Requ"-ed Comménder's ature — Date:

L] Follow-up Inspection

12/11//2009
[]Yes No Am

V| 1

For applicable policy, refer to: GO 40.6

.te: If a "No” or “N/A” box is checked, the “Remarks” section shall be utilized for explanation.

1. If the commander became aware that another
agency or organization is proposing or has submitted | [ 1Yes | [JNo | IX] N/A | Remarks:
a grant application to a funding agency other than the
Office of Traffic Safety (OTS) that appears to focus
on traffic safety goals clearly within the jurisdiction of
the Department, did the commander notify the
appropriate assistant commissioner?

2. Has OTS grant funding, through the Highway Safety
Plan, been sought for traffic safety-related activities [JYes | [INo | [XIN/A | Remarks:
for the purpose of conducting inventories, need and
engineering studies, system development or program
implementations?

3. Has the command sought grant funding to assist with
the expenses associated with the priority programs [JYes | [INo | [XIN/A | Remarks:
identified by the National Highway Traffic Safety
Administration?

4. Has the commander ensured grant funds are not
being reallocated to fund other programs or used for | [X] Yes | [JNo | [J] N/A | Remarks:
non-reimbursable overtime expenditures?

5. Are concept papers regarding grant funding
submitted through channels to Grants Management | [ ]Yes [ [JNo | [XI N/A | Remarks:
Unit (GMU)?

6. Was GMU contacted to determine the current
personnel billing rates used for grant projects when [JYes | [JNo | [XIN/A | Remarks:
preparing concept paper budgets?
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STATE OF CALIFORNIA
~"~PARTMENT OF CALIFORNIA HIGHWAY PATROL

IJMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Grant Management

Page
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7.

Is supporting documentation of consent and
acceptance (of the work, goods, or services provided
by the state on behalf of a local government agency
as required by 23 Code of Federal Regulations Part
1250) being submitted to OTS for all grant projects
coded as “for local benefit"?

(] Yes

1 No

X N/A

Remarks:

Were all copies of the grant project agreements,
revisions, and claim invoices signed by the Project
Director, or designated alternate?

(] Yes

1 No

X N/A

Remarks:

Were all inquiries or correspondence concerning the
availability of grant funds or other contacts with grant
funding agencies coordinated/processed through
GMU?

X Yes

1 No

CIN/A

Remarks:

10.

Are all expenditures of grant funds approved by GMU
prior to entering into any obligations, with the
exception of personnel costs?

] Yes

I No

X N/A

Remarks:

1.

Are quarterly progress reports forwarded though
channels to GMU in accordance with the instructions
contained in the associated project MOU?

X Yes

1 No

CIN/A

Remarks:

12.

Are all requirements of the grant agreement and
MOU being met?

X Yes

[J No

L1 N/A

Remarks:

13.

Is a final project report being prepared in accordance
with the funding agency and departmental
requirements upon the termination of the grant
project?

[] Yes

1 No

X N/A

Remarks;

14.

Does every invoice associated with a grant funded
project contain the project number and name?

X Yes

[1No

CIN/A

Remarks:

15.

Are all purchases of grant-funded equipment
acquired under an OTS grant exceeding a unit cost
of $5,000 being documented on an Equipment
Report, Form OTS-257

] Yes

1 No

X N/A

Remarks:

16.

Has grant funded equipment been inspected to
ensure it is being utilized in accordance with the
respective grant agreement?

[ Yes

] No

X N/A

Remarks;

17.

Are applications for federal funds in accordance with
Government Code Section 13326 including obtaining
approval from the Department of Finance and/or the
Governor’s office prior to submission to the
appropriate federal authority?

This would include any of the following:

o Applications for federal funds which are not
included in the budget approved by the
Governor.

¢ Applications for federal funds which exceed
the amount specified in the budget.

] Yes

[T No

X N/A

Remarks:
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STATE OF CALIFORNIA
"=PARTMENT OF CALIFORNIA HIGHWAY PATROL

JMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 6
Command Grant Management

18. Is a federal Standard Form 424, Application for
Federal Assistance, filed with the State [(dYes | [INo | XIN/A | Remarks:
Clearinghouse for all approved unbudgeted grant
requests received by the Department of Finance?

19. Has any request for unanticipated federal funds met _
the criteria for legislative notification set forth in CJYes | [ONo | XIN/A | Remarks:
Control Section 28.00 of the annual Budget Act?

20. Are grant funds being used for their intended _
purpose? X Yes | [INo |[[JN/A | Remarks:

21. Are grant applications related to the Motor Carrier
Safety Assistance Program (MCSAP) being routed (JYes | [ONo | XIN/A | Remarks:
through the Commercial Vehicle Section before they
are submitted to the funding agency?

22. Are grant applications related to the Homeland
Security Grant Program being routed through the [(OYes | [ONo | [XIN/A | Remarks:
Emergency Operations Section before they are
submitted to the funding agency?

Questions 23 through 26 pertain to the Grants Management Unit

23. Has GMU prepared an annual Management
Memorandum to be disseminated to all commanders | []Yes | []No N/A | Remarks:
soliciting participation in the Department's Highway
Safety Program?

24. Did GMU send the concept paper as an attachment
to a memorandum through the Planning and Analysis | [ ]Yes | [1No | [XI N/A | Remarks:
Division to Assistant Commissioner, Field, and
Assistant Commissioner, Staff, and their Executive
Assistants?

25. Did GMU route copies of the Draft Grant Agreement
using the CHP Form 60, Staff Summary Statement, (DYes | [INo | XIN/A | Remarks:
to all commands with responsibility for or that have
an interest in the project?

26. Was a Memorandum of Understanding between
involved commands outlining the responsibilities of [1Yes | [INo | [XIN/A | Remarks:
each command prepared and distributed by GMU?
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STATE OF CALIFORNIA
~TPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
IMMAND INSPECTION PROGRAM | GGCC. SodepCale _o0°
valuated by: :
INSPECTION CHECKLIST Lt. Leslie Lazo, #10424 12/11/2009
Chapter 6 . Assisted by: Date:
Command Overtime SSA Jeri Tilson, #A11856 12/11/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector’s Signature:
TYPE OF INSPECTION

X Division Level [] Command Level
[] Executive Office Level [ ] Voluntary Self-Inspection
Follow-up Required: O Fai Date:
ollow-up Inspection
w-upnse 12/11/2009
[ ]Yes No

For applicable policies, refer to HPM 11.1, Chapter 6,
HPM 40.71, Chapters 2, 8, and 10, HPM 10.5,
“*~apter 2, and HPM 10.3, Chapters 24 and 28.

Note: If a “No” or “N/A" box is checked, the “Remarks” section shall be utilized for explanation.

1. Is the hiring company/agency for reimbursable
overtime being held responsible for paying a ClYes | CONo | [XIN/A | Remarks:
minimum of four hours of overtime per CHP
uniformed employee, regardless of length of
service/detail?

2. |s a minimum of four hours overtime being allocated
to each CHP uniformed employee(s) if cancellation [JYes | [INo | XIN/A
notification is made 24 hours or less prior to the
scheduled detail and the assigned CHP uniformed
employee(s) cannot be notified of such cancellation?

Remarks:

3. Are reimbursable special project codes being used .
for all overtime associated with reimbursable special | X Yes | [INo | [JN/A | Remarks:
projects?

4. |s the commander ensuring nonuniformed personnel .
overtime hours are not reflected on the Report of JYes | (ONo |[X N/A | Remarks:
Overtime Hours for Reimbursable Special Projects?

5. |s the commander ensuring non-reimbursable
overtime is not being claimed for an employee, other | [JYes | [JNo | XIN/A
than Bargaining Unit 7, while on vacation or
compensated time off for hours worked during their
regular work shift time?

Remarks:

6. Is “RDO" being written in the “Notes” section of the .
CHP 415, Daly Field Record, for overtime workedon | []Yes | [JNo | [X]IN/A | Remarks:
a regular day off?

7. Is there a CHP 90, Report of Court Appearance - _
Civil Action, completed for each officer or sergeant ClYes | CONo | [XIN/A | Remarks:
when overtime is associated for civil court?
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IMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 6
Command Overtime
8. Do the CHP 415s with overtime indicate the
employee’s lunch period or indicate “None” if the [OYes | [ONo |[XIN/A | Remarks:
employee worked through their lunch break?
9. Did the supervisor sign the CHP 415s approving the
overtime? [(OYes | ONo |[XIN/A | Remarks:
10. Are claimed overtime meals related to overtime
worked within 50 miles of the employee’s X Yes | [ONo |[[JN/A |Remarks:
headquarters?
11. If overtime is incurred by a peer support counselor, is
the name of the employee to whom support was [dYes | [INo |[XIN/A | Remarks:
provided excluded from the CHP 415 of the
counselor?
12. Is the “Notes” section on side two of the CHP 415
used to explain any overtime listed on side one ofthe | []Yes | [JNo | [X] N/A | Remarks:
CHP 4157
13. Are employee’s Compensated Time Off hours
maintained within reasonable balances? X Yes | [INo |[]N/A | Remarks:
14. Is the commander ensuring employees are not
incurring overtime due to working over the allotted [1Yes | [No N/A | Remarks:
number of hours for any given Fair Labor Standards
Act (FLSA) period?
15. Is the commander ensuring uniformed employees
are not working voluntary overtime which results in [dYes | [ONo |[XIN/A | Remarks:
them working more than 16.5 hours in a 24 hour
period?
16. Do the CHP 415 total overtime hours agree with the
Monthly Attendance Report (MAR)? [(JYes | [INo |[XIN/A | Remarks:
17. Are the MARSs retained for at least three years and
contain the commander’s signature? [(dYes | [INo |[XIN/A | Remarks:
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